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For Bookstores

Authorize invoices directly on the
Batch For Books system.

Easily view balances for each
vendor.

Claims can be handled within the
Batch Payments system.

Saves time and money.
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Go to Reports to

view balances
by weekly period




Go to Reports to see Bookstore Payment Status

e Select weekly Period Ending dates to see the status
of the bookstore’s account at that point.



Visit Period Summaries to see

transactions by vendor

* Shows Open Transactions, Outstanding Values, Verified
Transactions and the amounts due in current and future
periods.

e ‘Authorize All’ option available here.



See Period Summaries by week

e Select ‘Show Period’ to view transactions sorted by
Past, Current, Future, or Future by week.



Select a vendor to see more detail

* Filter transactions by Status.



Click on an invoice to see more detail




Make claims online

e Select claims reasons from the drop-down menu.



Confirm the claim

 Select Validate then Confirm to send the
claim to the vendor.
* Click on Back to cancel or change the reason.



Transaction and Invoice Finder

e Go to the Search menu to search for invoices,
credits, and claims.
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* Our ISO 27001 certificate ensures
that your information is kept to the
highest international standards.

e Batch can translate to and from any
format of EDI and establish secure
links to your accounts and stock
control packages.

* Automating processes cuts down on
errors caused by manual inputting.
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