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IN THE MEANTIME, 
everyone is trying to:

  increase the reliability of their data and 
decrease payment errors 

  reduce payment process costs and pay 
on time

  improve relations with suppliers and 
avoid compliance problems 
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DOES THIS SOUND 
FAMILIAR?

  The Aberdeen Group found that 80%  of supplier 
invoices are still paper-based. Even when invoices are 
delivered electronically, most organizations continue to 
print them. 

  Even if a switch to digital has begun, many of the steps 
such as: entering data, validating invoices and issuing 
payments—are still manual. 

  Repeated payment errors lead to conflicts with 
suppliers and a poor credit rating.
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A TYPICAL USER
in the accounts payable department manages approximately 
20 invoices a day and each invoice costs $17 to process.  
In one month, this can end up costing as much as $10,000! 1

The accounts payable process is vital and there is no room 
for interruptions or delays. Efficiency in your ability to pay 
has a direct impact on your credit rating, the quality of 
your relations with your suppliers and the strength of your 
financial situation. 

It’s normal if you’re not eager to change your accounts 
payable process. But in order to support your growth and 
satisfy the people you do business with, you must optimize 
your internal processes. 

There are plenty of options out there, and you may be 
promised some amazing things.  

Sometimes your goals seem unattainable and you want 
to give up. No doubt you're questioning why you should 
change everything when things are going okay and you’re 
turning a reasonable profit. 

1 According to the Aberdeen Group.

SO WHAT SHOULD 
YOU DO?
Gradually improve your daily activities while 
preserving what you've already put in place 
and extensively change your accounts payable 
process at your own pace. 

One step at a time, make significant gains that 
will continually bring you closer to your goals 
in terms of productivity, operational efficiency 
and profitability. You’ll improve relations with 
your suppliers and become more influential in 
your business network. 

Here are 4 easy steps to improve your 
accounts payable process. 

$
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1A FIRST STEP 
TOWARDS DIGITAL

In an ideal world
You have a content management system that allows you to 
manage your documents. Your suppliers only communicate 
with you electronically. So it’s easier for you to digitally 
save the documents in the system and manage them for 
the remainder of the process. 

But in reality
 54% of  organizations still don’t send invoices 
electronically.2 So you lose time scanning piles of 
documents and then indexing them manually to then save 
them digitally. Even when you use OCR (Optical Character 
Recognition), there is still a 6% margin of error and an 
employee has to enter the missing information by hand.3

Ask your suppliers to send you their invoices 
in PDF format. It’s a widely used format that 
is easy to generate and will save them time 
and money.

QUICK GAINS
Install a middleware system to capture PDF invoices. A 
middleware system intercepts the data in your existing 
systems and unobtrusively makes changes to the processes 
and documents.

Use a datamapping configuration to extract the text required 
to verify the invoice and payment. 

Convert the data you've collected to an EDI-compatible 
format to automate the input of data into your systems as well 
as the communications with your suppliers. 

2

3

1

SOLUTION

2 According to the Institute of Financial Operations. 
3 According to the Association for Information and Image Management.
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2  AUTOMATE DOCUMENT 
VERIFICATION 

In an ideal world
Verification is done quickly because your processes are 
digital and you receive all of the incoming documents 
electronically. They're easy to compare. 

But in reality
It takes forever because the invoices you receive have to be 
compared manually with the purchase orders and delivery 
slips. This “three-way matching” considerably slows things 
down because most organizations don’t have the means to 
compare more than one invoice at a time and check that 
the amounts and details are consistent. Even if you have a 
content management system that allows you to manage 
invoices digitally and reduce printing, some steps still have 
to be done manually such as entering the order details. 

Verification (e.g. checking order details) not only takes 
time but new data has to be entered daily by your 
employees, which can lead to errors and late payments.
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Gradually eliminate the manual verification 
steps that produce the most errors. 

QUICK GAINS
Since you now have the supplier invoice data at hand, you can 
automatically check for discrepancies between delivery slips 
and invoices which means you can identify changes that may 
have occurred at the time of delivery. 

If there are no changes, invoices can be automatically 
approved and the payment can be triggered.

Only exceptions and non-compliant cases need to be 
managed manually. 

SOLUTION
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3  AUTOMATE 
PAYMENT 
APPROVALS

In an ideal world
Billing managers are proactive because they can approve 
invoices at the click of a mouse.  You receive approvals in 
real time and can quickly carry on with the next steps in 
the process (e.g. issuing the cheque). 

But in reality
An accounts payable department normally takes  
up to 16 days to process an invoice. You constantly need 
to run after the authorized managers to get payments 
approved. Invoices for small amounts take as long to be 
approved as those for large amounts, which may leave 
suppliers confused and cause them to become impatient.

It’s critical to your financial health to try to reduce the time 
it takes to pay. You could get a discount for an advance 
payment! Moreover, some suppliers may stop doing 
business with you if they always have to chase you for 
payment. That could be critical if you depend on those 
suppliers for your production. 

Be more proactive in managing your 
cashflow. 

QUICK GAINS 
Observe a typical full payment cycle and identify the steps 
that could easily be automated.

Ensure that all payments under a certain level and recurring 
fixed payments are automatically approved.

Spend your time on the exceptions and large amounts. 

Automate internal reminders so that the individuals 
authorized to approve payments are never late.  Stop relying 
on reminders from your suppliers. 

4
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SOLUTION
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4   SWITCH TO 
ELECTRONIC FILING

4 According to the Institute of Finance and Management.

To facilitate electronic filing, put a system in 
place that automates the capture of incoming 
documents.

QUICK GAINS
Since you now get incoming documents in PDF format, you 
should be able to automatically extract the metadata required 
to file them electronically.   

This way, alerts will be received when an essential document 
is missing for payment approval. 

Each time you acknowledge receipt of an invoice, 
automatically save the confirmation note in your systems. 

2

1

SOLUTIONIn an ideal world
You know at all times where your documents are located, 
and your suppliers can track the status of their payment 
in real time. During audits, you can quickly provide the 
required documents to the auditor. 

But in reality
Only 15% of accounts payable departments are able to 
track their activities in real time and show their account 
statements clearly through dashboards. In addition, paper 
records are being passed around the organization and 
are often misfiled or even lost.4 Your suppliers are asking 
when they will be paid and you aren't able to confirm 
that you've actually received the invoice. They get a 
bad impression of your organization, which could cause 
conflict if the situation worsens. If you don’t have a good 
relationship with your suppliers you may, for instance, 
have a hard time negotiating better rates.
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