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INTRODUCTION

Invoices can be processed through into the Hold File from the In-Tray. This process utilises the
Proposed Invoices module in CPL and there are different options which can be selected to suit the
authorisation process within your company.

There is a section at the end of this guide covering the In-Tray Outlook Add-In tool which will enable
you to set this up and use it correctly. Please note, there will be an RPM Outlook Add-In install file
available in the RPM Distributions folder in your CPL mapped drive.

The diagram below sets out all of the stages for processing invoices through from the In-Tray. This
process presumes you have already processed any contractor invoices into the In-Tray to begin with.
These could have arrived in the In-Tray by one of the following methods:

¢ Invoice files can be linked from Outlook using the In-Tray Add-in tool.

e Paper invoices can be scanned and sent directly to the appropriate user’s In-Tray directory.
¢ Invoice files can be dragged and dropped into the appropriate user's In-Tray.

¢ Invoice files can be automatically sent through to using the Exchange Service/ Email Parser.

The diagrams below represent the process for posting invoices through from In-Tray and into the Hold
File.

Invoice linked
to In-Tray

Choose
Record Type
for posting to

correct Click Post
Individual Button
Record

To Select

Invoice in In-Tray -
Invoice in Tray

File
Viewer to

check
invoice Post Proposed

details n Invoice screen — add

invoice details and
click to post
Diarised
Charges KN
prompted to post el B 7
Journal e Tl Invoice is to be
Code checked in the
through tf) the Proposed Invoices
Hold File S —

This leads onto the following workflow in Proposed Invoices.

Proposed Search for check details P:::::sp:d Post Invoice
i individual d Edit and i
Invoices Tab sl 2] (il ol Invoice Invoice Screen
invoices Save if required

* As Auto-Release is not ticked then
the invoice will still have to be
released in the Hold File itself.

Mark Job as
Completed if
appropriate

Invoice posted to
the Hold File
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To access the In-Tray in CPL, click on the Tools menu in the top bar in CPL and you will see that a
menu appears where you can click to select the In-Tray option.

File  System  Documents  Reports I Tuolsl Stats  Help

Development Clients Purchase Ledger Jobs &  Client Categories om
& DataExports 3
Orderumi g:gpleted JobNumb D{ df  Data Import 3
E: Development Area Codes
.b Docurment Scanning

Global Heliday Form

| In-Tray

In-Tray Managermnent Information

On the main In-Tray window, select your Tray as Invoices Received and select your Record Type on
the left of the screen as Jobs or Purchase Ledger.

A Scanned Documents In-Tray

I Record Type |.Jobs I ~ Search Type I Tray ||I'W°if=es Received I V| |e§? Post
|
Search Text |[ree | User |}\dministratar v| & Post and Follow Up
[ Show User Portfolio Only Show Current Only .
- ‘

Reference Description

It is also useful to set your Status option to Received.

When you have completed your set-up, click on the Save icon in the top-right of the screen.

Tray |Ir1\ruic:es Received v| ol Past H

User |Karen Ann v| | @ Post and Follow Up

Status |Fiec:eived @I Refresh [] Auto-Open Record

The invoices which have been added to an In-Tray will be listed in the In-Tray grid.

If you think you have received one in error which should go to another user then you can allocate this
to them instead.
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REALLOCATING AN INVOICE TO ANOTHER USER

Right-click on the invoice you wish to send to another user and you will see a menu appear.

P T VLS = IV IS W TSI, SIS TS AR )

K& Sp Invoice pdf
it Export

Change Selected Files Tray Type
Merge Selected Files

I Reallocate Selected Files I

[] Rubbish Uplft 2 pdf

Click on Reallocate Selected File and a screen will appear which will allow you to choose another
user.

Reallocate Selected Files — O

Search |

[] Include users without an in tray

Inspector ) ™
D:SE Display Mame -

Document Type
Cancel

Transfer Allocation

ihm Recsived v
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Start to type the name of the user and then click on their name. Make sure the Document Type is set
for Invoices Received and then click on the Transfer Allocation button and the invoice will be
transferred to the other user’s In-Tray.

You can choose to take time to investigate and verify an invoice is correct, before posting it into the

system. You may want to move the invoice from your Received status tray to a To Do tray in the
meantime.

To do this, right-click on the invoice in question and you will see a menu of options appear.

Export
[ Invoice INV 00 i
[] Invoice KAS46 Change Selected File Status
[] Invoice KAS46 Change Selected Files Tray Type
[] KA - Invoice - Feallocate Selected Files

Rename Selected File

File Viewer

Click on Change Selected File Status and another screen will appear.

r Change In Tray File Status

Invoice INV 00072003 pdf

& oK M cancel

Click on the Status drop-down menu and choose To Do.

The screen will change and allow you to type a reason for setting it to this status.
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1 Change In Tray File Status
74900087 pdf
Status | Te-Do w

Meeds investigation with cantractor.

Reason

To-Do Date| [l March 2022 EN

& oK 3 cancel

Add a reason, a date when it should be actioned and then click on OK. You will see a confirmation
screen telling you that the status has been updated.

When you are returning to post this invoice through the system, make sure you change your Status
tray to To Do and you will be able to view any invoices you had set to be investigated before posting
through the system.

Status |iTo-Do D b

The invoice can then be posted through the system as per the steps below.

Click to select the relevant Invoice from the In-Tray grid on the right of your screen. You will see a
preview of your purchase ledger invoice in the File Viewer section below.
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Tray |hmﬂmﬁveﬂ Vl ‘eﬁ Post | -
] User |M1iidnlnr V| ‘.ﬂ Post and Follow Up |
Status |Rﬂmved V| ‘@ Refresh | [ Auto-Open Record
File Scanned Date

] CPL Cleaning Excel Test Invoice xsx 18/02:2021 11:40
M | Danny Mclntosh Plnvoice for 551001 pdf 2 14:39

File Viewer

If you have established that you are ready to post this invoice into the system, click to place a tick next
to the invoice in the tray.

File Scanned Date
[ ] CPLCleaning Excel Test Invoice xlsx 180272021 11:40

™ Danny Mcintosh Plnveice for 551001 pdf

You will need to select the correct record on the left of your In-Tray screen to allow you to post the
invoice against this.

Click on the Record Type drop-down menu to select the appropriate record. In this instance, the invoice
is from a contractor who carried out a work order from a job which has been raised in the system.

Page 8 of 27
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Make sure you select Jobs from the Record Type menu.

~ Scanned Documents In-Tray

Record Type | Jobs w

Make sure that the Show Current Only box is ticked to allow you to view current jobs in CPL.

Show Current Only |

If you are a Property Manager of the Development where the job was carried out, you may find it
beneficial to click in the Show User Portfolio Only box.

Record Type | Jobs

Search Text ||
Shaw User Portfolic Only

This will allow only jobs for the developments you manage to be displayed.
If you are not a property manager for the development the job is for then leave this unticked.

You can enter text used in the Job Description into the Search Text field to allow you to search only
for jobs where this is relevant.

Record Type | Jobs “ |

Search Text |tree I
T ————————————————————————————

If you click at the head of the Reference column in the records grid, it will allow the jobs to be ordered
by the most recent job order numbers.

Reference Description

DEV 0036 (Danny Mclntosh Tree Surgeon) - Please prune all trees along the north boundary of the managed lana

5509201 DEV 0008 (Danny Mcintosh Tree Surgeon) - Removal of damaged trees after storm caused damage

5508301 DEV 0001 (Danmy Mcintosh Tree Surgeon) - Please camy out tree pruning for all trees overhanaging the boundany
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Clicking on the Reference column again will arrange the job order numbers from the oldest first.

If your contractor has included the Job Order Number in their purchase invoice, then this will help you
to locate the job in question.

Once you have found the correct job, click to highlight this in the grid.

Making sure that your invoice is still ticked on the right of the screen, with the job highlighted on the
left, click on the Post button in the top-right of the screen.

Record Type |Jobs ~ Search Type Tray ||I'W°i°e5 Received v || &2 Post |

Search Text | | user |Mm|mstratnr v| &g Post and Follow Up
[] Show User Portfolio Only Show Current Only —
Status |Fieoewed v| & Refresh
~

Reference Description

5510001 | DEV 0036 (Danny Mclntosh Tree Surgeon) - Please prune all trees along the north boundary of the managed File
DEV 0008 {Gardering Compary 14} - Bark Mulch in Play Area is required to be replaced. Please consult deve [] CPL Cleaning Excel Test Invoice xsx
DEV 0008 (Danny Mclintosh Tree Surgeon) - Removal of damaged trees after storm caused damage od D 001.pd

DEV 0008 (Bright and Beautiful Cleaning Services) - Basement Cleaning after Flood
DEV 0001 (Danny Mcintosh Tree Surgeon) - Please camy out tree pruning for all trees overhanging the bound

Invoices can also be posted directly against the appropriate Purchase Ledger Account.

Record Type | Purchase Ledger | Search Type |Any

Search Text | |
[] Show User Portfolio Only

Show Current Only

The Post Proposed Invoice screen will now open on the left of your screen and the Invoice file you
are posting will open on the right of your screen.

Post Proposed Invoice

Repair Date [14 Febuary 2022 [~ | PLAccount | Darny Melntosh Tree Surgeon

Invoice Date [23 Febnay 2022 [~ | Job (5510001 Please prune all rees along the north boundary of the managed landscape area |

From [14 Febuay 2022 [~ ] To [14 Febrmy 2022 [~ INVOICE

var e VAT Rate DATE EXPIRATION DATE
Tea £ 16/02/2022 1610372022
Danny Mclntosh Tree
Surgeons
Desciiption | Please prune ll rees along the north boundary of the managed lzndscaped arez Glasgow

Press F& for Standard Descriptions

Notes

Area Code Development Client Budget Heading Apportionmert Total Goods VAT
[-seLecT- ~ ][ ][0036 Sandshaw Avenue | | ~| - 0.00 0] 0.00

Add New Row Grand Total 0.00 0.00 000
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Some of the fields in your Post Proposed Invoice screen may already be populated with the information
entered into CPL when the job and work order were created.

Make sure that the Repair Date and the From and To dates are correct and if not you can edit these.

Repair Date |[14 February 2022 [E~ | PL Account | Danny Mcintosh Tree Surgeon

Invoice Date |23 Februany 2022 E- | Job |5511]'I]'I]'1 Please prune all trees alo

From |14 February 2022 El+ To §14 February 2022 [El+=

If it's not already there then you can add the appropriate Goods amount in the top left of the screen.
This will pick up the default VAT settings for this PL Account and calculate the VAT and Total as
appropriate. You can change the VAT rate if this is not correct and CPL will recalculate the VAT and
Total.

Add the Invoice Number to match the one provided on your invoice from the invoice you have received.

Repair Date |14 February 2022 |:|v|

Invoice Date |23 February 2022 |:|v|

From (14 February 2022  [F~ |

Goods £ [720.00 |

VATE [144.00 |

Total £ (864.00 |

Invoice Number J|13303FG |

Set the Charge Type as appropriate from the drop-down menu displaying any charge types you are
using in the system.

Charge Type “Im >

Please note, if you do not see the Charge Types you expect to be able to view in this list, you can raise
a ticket with the GPL Support Team to have these added.

The description entered will be the original description you entered for the work order for your
contractor. You can edit this to contain the description you wish your clients to have listed on their
invoice.
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Description | Tree pruning all north boundary trees.

You may wish to consider setting up Standard Descriptions in your System Parameters menu in GPL
to allow you to quickly select from a menu of pre-prepared descrptions. Once these are set up you can
click on F5 on your computer keyboard to access this menu.

You can use the Notes field to add any internal notes that you wish to hold in the system for this
invoice. These notes will not be visible to your clients.

In the lower section of the Post Proposed Invoice screen, you can make sure that the correct
information is present to allow this invoice to be apportioned to the correct client or apportionment.

The Development will already be entered from when you raised the job and if you chose an individual
client or selected an apportionment then this will also be brought over from the job details.

Development Client Budget Heading Apportionment

0036 Sandshaw Averus -~ v ~ {1 - Al Properties [

You can enter a Budget Heading if you are posting this invoice to become a charge on a budgeted
development.

You can also choose to split your invoice down further by clicking on the Add New Row option and
dividing the total between the rows if this is appropriate.

Development Client Budget Heading Apportionment Total Goods VAT
l 0036 Sandshaw Avenue RN v ~ | 1- Al Properties ~ 720.00 600.00 120.0(
|| 0036 Sandshaw Averue - | 00360012 Peter Falconi ~ w 144.00 120.00 2400

If you need to remove a row you have added, this can be achieved by clicking on the red cross to the
right of any added row.

||DD35 Sandshaw Avenue v|ﬂ'D3£ﬂD12 Peter Falconi ~ ~ 144.00 125-DD| 24-DD.

Make sure you have entered the correct Goods amount in the grid to match with the Goods total in
the field in the top-left section of the screen. This should automatically add the appropriate Total and
VAT amounts. If you have changed these, then add the correct Goods amount and click on the Tab
key on your keyboard to correct the Total and VAT amounts.

When your totals show in blue on the screen, they match the totals in the top-left of the screen and
you are ready to post your invoice through into the system.
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Grand Total 264.00 720,00 144.00

If your totals are showing in red then you will need to edit them as they don’t match the totals above
and you will need to correct them before being able to proceed to post your invoice.

Grand Total 452.00 710.00 142.00

—|

Once you are happy that you have entered everything correctly on the Post Proposed Invoice screen,
click on the Post button in the middle at the bottom of the screen.

Developmert Client Budaget Heading Apportionment Total Goods VAT
fouzs_sandshaw Averu- I8 v| ~ | 1- Al Properties v| 85400 144.00
| Add New Row | Grand Total 86400 72000 14400

x Cancel

You will be presented with a Success window to inform you that your invoice has been saved to the
Proposed Invoices tab in CPL. Clicking on OK will dismiss this message.

o Saved Successfully

If you have the required level of permissions, you will then be presented with a Post To Hold File
window option.
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Post To Hold?

o Would you like to post this to hold file?

Yes Mo

If you wish to post the invoice through to the Proposed Invoices tab in CPL to be checked by another
user (for example a property manager) click on No.

Please note that the Post and Follow Up option in In-Tray will post the invoice against the job into
CPL, but will leave this in your Pending status invoice tray if you would like a reminder to follow
something up later. If you have done this, then once you have followed it up you can right-click on this
invoice and choose to Set Selected File to Allocated and it will no longer display in your In-Tray.

Status | Pending Pv @' Refresh I

File

7433200 pdf
Export

Open Linked Record

Reallocate Selected Files

Set Selected File To Allocated

Click on the Proposed Invoices tab in CPL to locate invoices waiting to be accepted and posted to
the Hold File.

Estimates Court Ledger] Proposed Invoices

From this main tab in CPL, invoices can be viewed, accepted, amended or deleted by a user with the
correct access privileges prior to being processed on to the Hold File to enable purchase ledger
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accounts to receive payment and to enable the appropriate charges to be applied against your client
accounts.

Use the search filter fields at the bottom of the screen to help you locate an invoice or group of invoices
you would like to accept.

Once you have set your search criteria to display the appropriate invoices in the grid on the Proposed
Invoices tab, clicking to highlight an individual invoice will display the invoice details on the pin panel on
the right of the screen.

If this is enough information for you to decide to proceed, then you have the option to click on the
Accept icon located in the action bar beneath the grid.

-\,J ‘Amend - Accept

If you wish to view the invoice in its own window or edit any of the details entered at the previous stage
of the process from the In-Tray, you can double-click on the invoice in the grid, or click to highlight it
and click on the Amend icon located in the action bar beneath the grid.

Either method will open the individual Proposed Invoice for you.
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" Proposed Invoice —

Q] Save i}ﬂ Close

Invoice Number 13309FG Contractor Danny McIntosh Tree Surgeon
Invoice Date 23/02/2022 Goods Amount 720.00
Job Order Number 5510001 VAT Amount 144.00
Repair Date  14/02/2022 Job Type Tree Surgeon
From Date 14/02/2022 Status  Submitted

Te Date 14/02/2022  User Created Administrator

Proposed Invoice

Invoice Number | 13305FG Contractor |10590 Danny Mcintosh Tree S 0
Invoice Date  23/02/2022 Goods Amount |720.00 2]
Job Order No | 5510001 VAT Rate (%) |2I}.DD = |

Repair Date  |14/02/2022 VAT Amount [144.00 Bl
From Date | 14/02/2022 Job Type |TR Tree Surgeon
To Date 14/02/2022 Description | Tree pruning all north boundary

trees.

Status | Submitted

Charge type  Momal

Notes

frea Code D Client Budget Heading Apportionment Tota Goods VAT
-SELECT- D036 Sandshaw Aw w 1 - All Properties w 864.00 720.00 144.00

Add New Row Grand Tota 264.00 720.00 144.00
€ (%)

Mocept Delete
Imveoice Invoice

Edit Details View Invoice

The invoice will appear with the information added when it was processed through from the In-Tray.

You can click on the View Invoice icon in the action bar at the bottom of the screen to view the
original invoice from the purchase ledger account which has been submitted for payment.

. @ =

Accept Delete

: : View Invoice
Invoice Invoice

Edit Details

The invoice will be displayed on the screen alongside your Proposed Invoice window.

If you wish to edit any of the details added, click on the Edit Details icon in the action bar at the
bottom of the screen and all fields will now be available for you to edit if you wish.

If you do edit any details, make sure you click on Save at the top-left of the window when you have
finished.
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" Proposed Invoice

Your changes will have been saved and you will be presented with a Saved Changes confirmation
message. Clicking on OK will dismiss this message and you will be back on your Proposed Invoice

screen.

Saved Changes

If you are ready to accept the invoice at this point, you can click on the Accept Invoice icon in the
action bar at the bottom of the window.

= & (X)
. . Accept Delete -
Edit Details ecice Ivoice Wiew Invoice

The Accept Proposed Invoice screen will open, displaying all of the options from your previous screen.
This will allow you to have a final check on the details being posted from the contractor invoice. You
will be taken directly to this screen if you clicked Accept from the action bar in the main Proposed

Invoices tab.
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" Accept Proposed Invoice

& ssve | % Close

Invoice Number 13309FG Contractor Danny McIntosh Tree Surgeon
Invoice Date 23/02/2022 Goods Amount 720.00
Job Order Number 5510001 VAT Amount  144.00
Repair Date  14/02/2022 Job Type Tree Surgeon
From Date 14/02/2022 Status  Submitted

To Date 14/02/2022 User Created Administrator

Accept Proposed Invoice

Post Type |[Nestlnvoice Run ~|  VATRate [2000 | Cash Book Reference |

Invoice Due (23/02/2022 [~ | Auto Release [ Intemal Notes ||

Transaction Date

Description | Tree pruning all north boundary trees

Press F5for Standard Descriptions

62
Charge Type [Nomal v
Area Code Development Client Budget Heading Apportionment Total Goods VAT
-SELECT- || |[0036 Sandshaw Aven | - | 1- Al Propeties o] sstoo

Add New Row Grand Total 864.00 720.00 144.00
R Q

View Invoice

Pest Invoice

If you notice something which needs to be rectified, you can click on the Go Back icon in the action
bar at the bottom of the screen. This will take you to the previous Proposed Invoice screen where you
can make further changes and then click to accept the invoice when you are ready.

You may have a system option set in your database which will already have ticked the Auto Release
option in this screen. This will mean that the invoice will be marked as released when it is posted through
to the Hold File.

Il Save | =i Close

Invoice Number 57476543 Contractor Trusted Tree Surgeons and Gardening
Invoice Date 25/09/2023 10:06 Goods Amount 250.00
Job Order Number 4801 VAT Amount 0
Repair Date 28/09/2023 Job Type Tree Surgeon
From Date 28/09/2023 Status  Submitted
To Date 238/09/2023 User Created

Accept Proposed Invoice

Post Type |Nesthwoice Fun | VAT Rate [0 | Cash Book Reference

Invoice Due [28/09/2023 @~ |mm Release | Intemal Notes

Transaction Date

Description | Planting 3 new borders to the rear of the property

If this is not ticked and you wish the invoice to be marked as released when it is posted to the Hold
File, since it has already been checked, then you can tick this option.

If you are ready to accept your invoice you can do this from the Accept Proposed Invoice screen.
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When the Accept Proposed Invoice screen opens, you can have one last check that you are ready to
proceed.

Accept Proposed Invoice

|5l save | % Close

Invoice Number 1307038-05 Contractor Rubbish Removals
Invoice Date 01/07/2019 Goods Amount 250.50
Job Order Number VAT Amount 50.10
Repair Date  03/06/2019 Job Type
From Date 03/06/2019 Status  Submitted

To Date 03/06/2013%  User Created Administrator

Accept Proposed Invoice

Post Type VAT Rate Cash Book Reference |
Invoice Due (01/07/2019  [E~ | Asto Release [ Intemal Notes ||
Transaction Date |[]04/02/2022  ~

Description | Electricity Supply

Press F5for Standard Descriptions

82
Charge Type |Non‘nal v|
Area Code Development Client Budget Heading Apportionment Total Goods VAT
-SELECT- v |[=|[1107 The Rise ~[ 11070011 Sue Stone ~ | ~| ~| ao0e0] 25050  50.10]

Add New Row Grand Total 300.60 250.50 50.10
|
[}_{hg (%]

Post Invoice Go Back View Invoice

When you are ready, click on the Post Invoice icon in the action bar across the bottom of the screen
to post it through to the Hold File.

2|

Pest Invoice Go Back View Inveice

If your invoice is being posted against a current job in the system, which has not already been marked
as completed then, at this point, you will get the option to complete the job.

You will see a pop-up W arning message.
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Accepting an invaice for this job will complete the job.
Do you want to continue?

Clicking on Yes will allow you to mark the job as completed since the work has been carried out and
you have received the invoice from the contractor.

You will receive an Information pop-up message informing you that the work order has been marked
as completed. Clicking on OK will dismiss this message.

You will receive another Information pop-up message informing you that a record has been updated to
the Hold File. You will be given the day book and batch number for this invoice posting. Clicking on OK
will dismiss this message.

1 Record(s) Updated To the Hold File,
Post Transacation DEM: 462195

Batch Mo, 10815

Your invoice has now been posted through to the Hold File ready to appear on the PL Payments screen
and to be processed to the Client Charge File.
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The screenshots below have been taken using Outlook 2019. Please be aware that if you have a
diifferent version these may appear slightly differently.

Once the Add-in has been installed you can make some configurations within Outlook itself.

Open CQutlook and on the Home tab you should see the RPM In-Tray menu is now in the menu
bar/ ribbon.

453 New Group C

> ) | &
O Browse Groups  [= Address Book A -

Setup Link to In Tray
ze Follow Read Store

Up~ Y Filter Email - Aloud ©2 Link to In Tray

Search People

Groups Find Speech  Add-ins RPM In Tray

Select the Home tab in Outlook and click on the Setup Link to In Tray option in the menu bar.

This will open the RPM Outlook In Tray Settings window:

RPM QOutlook In Tray Settings

¥w2.551.2

Database RPM_Azure_DemoDB v
Default In Tray ‘

Don't Save Email Body With Invoice Attachments

Don't Save Email Body With Document Attachments

Automatically Exclude All Attachments

Cancel

Using the drop-down menus, select the Database as RPM fif it is not already selected and the Default
In Tray as your own username in CPL.

In this window, there are also three tick box options available.
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These are:

e Don’t Save Email Body W ith Invoice Attachments
e Don’t save Email Body W ith Document Attachments
e Automatically Exclude All Attachments

These options govern what you are transferring through to CPL using the Add-in. You can choose
whether you are saving only the documents/ invoices attached to your email or both the email and the
attached documents. You can also choose not to save any attachments at all.

You may wish to speak with your local IT services representative or your management team about these
settings as they can affect your data storage.

Use the tick boxes to make your selections and click the Save button.

Upon saving, your choices will become the default settings for your In-Tray Add-in. However, they are
easily modified by clicking the Setup Link to In Tray option, which will open the settings window again
and allow you to adjust as required. Remember to click save to implement any subsequent changes.

Having installed the add-in and completed the set-up, you can get started with sending invoices from
Outlook to the In-Tray module.

You can select an email in Outlook that has an invoice attached you wish to send to the In-Tray module
in CPL. While this email is selected, click the Link to In Tray option (with the CPL logo next to it) in
the Outlook Menu Bar.

Setup Link to In Tray

€O Link to In Tray

RPM In Tray

Alternatively, right-clicking on this email will display your Outlook menu with a Link to In Tray option at
the bottom of the drop-down list.
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[ Forward “= .

Copy
RErpand @ Quick Print
Search Current Mailbox| (52 Reply
Focused Other | &2 Reply Al
L% Forward
Arran Taylor .
Christmas countdown....| " Mark as Unread
Only 7;Deys left - na:ng Iﬁ Categorize »
Follow Up b
Assign Policy »
Find Related »
Quick Steps »
Set Quick Actions...
Rules »
Move >
OneNote

Move to Other

Always Move to Other
Ignore

Junk »
Delete

Archive...

Sl X & P M M B KA % ~D @m v

Link to In Tra

Using either of these methods will result in you being presented with the Link To RPM In Tray window.

Page 23 of 27
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Link To RPM In Tray = O

Link Message to RPM In Tray

¥235.12

Database RPM_Azure_DemoDE

Default In Tray Karen Ann

Selected Message  Subject : Invoice Sampl 1
From : Karen-&nn McSwiggan <client030Z22051@email .com:

Linked To : Barnaby Maorse : Test Email = clientl3022051 @email com Change Link

Attachments : 1 Invoice (Not saving email body), § BExcluded Attachments

This Message Has Already Been Processed

Link Cancel

In the Default In Tray section you can click on the drop-down menu to select a different user in CPL
you would like to receive the invoice.

Clicking the Change Link button will also allow you to do this for each individual email you are dealing
with. There is more comprehensive information on this in the In-Tray Training Guide available in the
CPL Knowledge Base.

On the Link Message to RPM In Tray screen there is also an option which allows for further
customisation in linking your documents by deciding which attachments from an email you would like
to link.

To change the documentation being forwarded to the CPL In-Tray system, click the Attachments
button on the Link Message to RPM In Tray window.

Link Message to RPM In Tray

Database RPM_Azure_DemoDB

Default In Tray Karen Ann ~

Selected Message  Subject  the crescents ~
From : Aman Taylor <1101Handy_sjc@estie>

Linked To : Karen Ann (Default User - Error Maiching Email) : Test Email =
1101Handy_sjc@testie Change Link

G (Mot saving email body) Afiachments
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Change Link

Attachments

This will open the Change Attachment Selection window. This screen allows you to select which
attachments you are linking through to the In-Tray.

Change Attachment Selection

From: Will Miclmovle \'“.—ll‘\mk
T ek AT (ATHTF)
Aveekmests i b et T30S (12033 K71 Shenzhen Cheeta Technology Co.,Ltd
Office Add: No 913, Global Logistics Buidling, China South City, PingHu, ShenZhen.China
it VAT Number 261719107

Date: Jul 24, 2018
Na
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Customer information and address:

William Mcllmoyle
CPL Software Ltd, Coach House

INVOICE

I Dontsave endd body Wit invsce [2] Dont save evad Boty wen Documere [

I ..... R oa) Baiaed G Vi et

Refund: £
| '
"m“‘ 3 g | Laplop accessones ect (Caktany Call Contor Profossional Nolse Cancoling 14,99
S——— = — =] = Monaural Telephone Hoadset With Mic 4 Pins(4P4C) RJS Crystal Head
Type Black(VHSIRIS)

wiclicleks

When the Change Attachment Selection window opens, you will be presented with a preview of the
original email (on the left), and the selected attachment or attachments (on the right).

In the bottom left-hand corner, you will find a grid with options available to you.

Don't save email body with Invoice Don't save email body with Document

e Make sure Invoice is ticked for any invoices you want to link through
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Make sure any attachments you don’t need such as logos from the contractor or supplier are
marked as Excluded so that these do not come through as files into the PM'’s In-Trays.

Click on Close when you have made your selections.

You will be back on the Link Message to RPM In Tray screen where you can click on the Link button.

Link To RPM In Tray = O

Link Message to RPM In Tray

25512

Database RPM_Azure_DemoDEB

Diefault In Tray Karen Ann v |

Selected Message  Subject : Invoice Sampl 1
From : Karen-&nn McSwiggan <client0S022051@email com:

Linked To : Barnaby Morse : Test Email = chientl®022051 @email .com Change Link

Attachments : 1 Invoice (Not saving email body), 9 Excluded

This Message Has Already Been Processed

Link Cancel

The invoice will now be added to the In-Tray for the user selected and it will be ready to be processed
through to the Proposed Invoices screen for you to be accepted and posted to the Hold File.
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This training guide will form part of CPL's Knowledge Base. This is available for all CPL users at
https:/ / contact.cplsoftware.com/ portal/ home

The CPL Knowledge Base will be continually updated with additional guides and information. If you
have any questions or suggestions for further guides we'd be happy to hear from you. You can contact
CPL Support by emailing us at support@cplsoftware.com or through our Support Portal at
https:/ / contact.cplsoftware.com/ portal/ home or calling us on 0345 646 0240 (option 1).

Copyright © 2024 CPL Software Ltd

All rights reserved. No part of this publication may be reproduced, distributed, or transmitted in any form or by any means, including
photocopying, recording, or other electronic or mechanical methods, without the prior written permission of the publisher, except in the case
of brief quotations embodied in critical reviews and certain other non-commercial uses permitted by copyright law.
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