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The leader in property software

Rest Barcode Invoice Processing Workflow in
fileSMART

Before using the REST Barcoded Invoice Processing Workflow in
fileSMART Archive. Please make sure you are familiar with the Adhoc
Workflow and REST Invoice Processing Workflow by reading our
fileSMART for Property Management — Workflow Setup and Use Guide .

Introduction

The REST Barcoded Invoice Processing workflow provides a faster way to process utility
invoices such as water rates, power bills, council rates, and strata levies by auto completing
some archiving and invoice data. REST Barcoded Invoice workflow has been updated to
include QR Codes. QR is short for Quick Response and these 2 dimensional barcodes work in
the same way as standard barcodes, by storing invoice information, such as the CRN, the
amount and the creditor. QR Codes are being adopted by utility companies and they can be
found on council notices.

Barcode Invoice Processing

In order to auto complete the archiving and invoicing data:

e The invoices must have an Australia Post PostBillPay barcode or other complying type
128 Barcode.

e The barcoded invoice needs to be a 300 dpi TIF file for the barcode to be read by
fileSMART.

e Capture the barcode, by using the barcode icon up the top centre of the preview screen.

Please note if the document is not a black and white TIF you will not see this toolbar.
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e The supplier must be entered into REST Professional. Once entered, check to make

sure that the creditor is set to Save Reference Numbers in the Payments tab.

7 Creditor Details e &[S
Alphaindex  [WATER Active gl
MName  [water Board | ll
General tl Mates I Barcode I Maintenance I
Payment method | Cheque ~ Cancel -EST
Payee name |\water Board H
Address |P ) BOX 2199 Action - F1
SYDMEY NSWw 2000 D
Clear - F2
e IR
AasT . Delete - F3
EHempt [ Email work orders and quates —_ ]
] 48M confirmed ] Email remittances *
Charge supervision fee Charge disbursement fee Add Mods - F4
Show GST in creditor remittance Save reference numbers E' il
[TRESTGEFT Creditor Q
[ Revenue Recavery Gearch - F7
Prompt for Tenant lrvaicing |Watar Iwnicing Screen w | @
Insurance Renewal | 01./01./20 Date of last papment | 14/03/19 Last Edits - F9
B/F Disbursement Payment Balance ——
0.00 3945 319.45 0.00
Ok-F12

e In the Barcode tab, right click in the Scan Barcode Test and paste the barcode. Use the
Legent below the Setup Barcode Template to set up the tenant to read the barcode. You
can also find more information on setting up the Barcode Template by reading Creditor
Barcode Template Changes for fileSSMART Creditor Disbursements in REST
Professional .

e Once the barcode template is set up, hit enter on your keyboard and you should see your
Biller ID and sample CRN/Ref and Amount appear.Make sure that the CRN/Ref and

amount are correct so that you will be able to process the payment.



Alphaindex  [waTER Active

Narne |Walel Board | l]

Gsnsrall Paymentl Motes  Barcode | Malnlenancsl

Scan Barcode Test ﬂ x

Cancel - ESC
[FaB22333700385%5 || Clear B
Setup Barcode Template Action - F1
[seenmmananansssss | D
Legend: R = CRM/Reference $ = Amount # = lgnore Clear - F2
CRM/Ref Position: Start: 4 End: 12(9) @
Delete - F3
Amount Pogition: Sta 13 End: 17(9) T
Add Mode - F4
Sample Results Q
CRN/Ref. 223337003 Amount  GB5.65 Search - F7

)

Biller 1D 555

e The Customer Reference Number (CRN) of the bill also pre-entered into REST
Professional. Keeping the Creditor card open, open the Property card and go to the Reg.
Payments tab. Use the add button to add a Regular payment for that creditor, making

sure that the Reference number matches the Sample results.

Alphaindex e |
Addiess (a6 Beach Sireat |
MO :
| |
Subub  [CODGEE BEACH | siate [nsw | Prede [ | B

Hemindersl Gainedeosll Ma\ntenancel Inspect\onsl Infarmation

Gieneral | Financial | Advert| Notes | Tenants| Commercial | Stiata | Holiday| Inswance Reg. Papments |

Creditor Alpha | Creditor Name | Pay Method | Notes [ Feference Mo ]
AON AON Insurances CHEQ Inzurancs 0014622

ROCKCOUN... Rock Council CHEOQ Council 50008252003

ROCKWATER Rock Wats CHEQ ‘' ater

x

Cancel - ESC
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Add Mods - F4
Items found: 3 Q

e Once you have set up the creditor and created the regular payment and saved them in
REST Professional, you will need to run a REST Professional Trust Update to push the
new information from REST Professional to fileSMART Archive. You can do this in
fileSMART archive by selecting File> REST Professional Trust Update.

e Once the REST Professional Trust Update has been completed successfully, you can



create your workflow. If you are creating multiple Rest Barcode Invoice Processing
Workflows it is recommended that you enter the date and document type in the
document data for your first document, before selecting the group of documents and

creating the workflows all at once.

BB Create Workflow(s) X
Workflow ~
Comment J
Workflow: |REST Barcoded Invoice Processing G
Select a user to create this workflow to:

o ——

User Name -+ Full Name

Administrator Administrator

e Got to the Workflow section in fleSMART Archive and you should see your Rest
Barcode Invoice Processing Workflow in the Workflow queue up the top left of your
screen.

e When you select the workflow and look in the Document Data and Invoice tabs, you

should see that the information has been populated for you.
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e You can then Approve and Process you invoice(s) from the fleSMART Creditor

Disbursements section in REST Professional just like with a REST Invoice Processing



Workflow.

BPAY QR Code Invoice Processing Workflow

In order to auto complete the archiving and invoicing data;

e The invoices must have an acceptable QR Code type. BPAY QR Codes are an example
of acceptable QR code types.

e The creditor details, Biller code and QR Code setup must be pre-entered into REST
Professional and the Customer Reference Number (CRN) of the bill also pre-entered

into REST Professional.

The QR Coded Processing workflow works in the same way as the Barcoded invoice
processing workflow. The user selects one or more documents from their pending queue and
creates a new workflow from them. The Barcoded Invoice Processing workflow, now workflows
both QR Coded invoices and Barcoded Invoices and will process both types using the following
steps. The steps below assume that an invoice can have both a QR Code and / or a barcode on
the same invoice.

1. For each item, a new workflow of type Barcoded Invoice Processing is created

2. ltem is assigned to the user you select.

3. If a QR Code on the document is read, the Creditor and the CRN is extracted and this is
then used to look up the REST property code details. This in turn is used to populate the
archiving data and then the invoicing data for the document. If no QR Code is found then
the process moves on to the next step.

4. If a QR Code is not found in step 3 and instead a barcode on the document is read, the
CRN is extracted and this is then used to look up the REST property code details. This in
turn is used to populate the archiving data and then the invoicing data for the document.

5. The document remains in the queue of the nominated user until it is approved, the same

as a non-barcoded invoice.

Configuring Biller Code and Customer Reference Number in
REST

Creditor File



The creditor file in REST Professional must be set with a payment method of BPAY and the
Biller Code saved against the creditor file.

DEFT only Creditors — Biller Code 96503

In cases where the creditor is DEFT for existing Barcode workflow in REST Professional
multiple creditors where created for each Strata Plan. fleSMART with DEFT invoice QR Codes
will still be able to cater for multiple DEFT BPAY Billers with the DEFT Biller Code 96503.

Other Creditors

For all other creditors the BPAY creditor file must be the only BPAY Creditor created with the
Biller Code ‘1234’ for example if another Creditor has the same Biller Code of ‘1234’ then the
QR Code will not be able to match the correct Creditor file.

Creditor File
s Creditor Details o
Abphaindex | COUNCIL Active Y
Name  Council ﬂ]
General P;ﬂﬁ1 Motes I Barcode l Mantenance ]
Payrent method | Bpay . Cancel - ESC
Payee |Councl ﬁ
Biller Codo | 1234 Action - F1
Comment l W
Clear - F2
ABN | - - - —
.
[¥] GET exempt [ ] Email work orders and quotes _ Delete-F3 |
[ ABM confirmed 1 Email remittances &
[ Charge supervision fee [v] Charge disbursement fee lisaes
[+] Show GST in creditor remittance | Save reletence rumbers | tln el
[ 1REST DEFT Creditor £ L
[ Revenue Recovery S oach - F7
[ ] Prompt for Tenart Invoicing '_Q
Insurance Renewal | 7/ Diate of last papment | 211242 Last Edits - F9
B/F Disbursement Payenent Balance e
0.00 0.00 0,00 0.00 v
oK-F12
Property File

The Customer Reference Number (CRN) must be saved against the property file in the Regular
Payments tab:



4 Property Details
Alphaindex  [EHORTES Active
Addiess 8 Shoet Strest |
; 4
Subub  IRCHGROVE Stale [Ngw | Pitode 0s1 | B
Rerinders | Ganed/Lost| Mairtensnce | Inspections | Other |
Genafdl F'nmc.idl Mvull le Tcnarﬂa[ Cunn'cmull Slldal Hclhdayl Inwance HHI-F'M] x
Cancel - ESC
[Pay Method | Notes | Refeence No [E]
BRAY Counci 1234567 -
Aetion - F1
Cleas -F2
Delate - F3
Add Mode - F4
| 4dd | |Remove _ Seach-F7_|
Ttesns found: 1 1)
Last Edits - F9
| v
0K -F12

QR Code due date

The BPAY QR Code due date is not used for the fileSMART workflow due date field in most
cases when the rates notice or invoice is received the due date can be up to 5 weeks in
advance and will cause REST to delay the payment. fileSMART will instead pre-fill the due date
field with the current days date so that invoice payment can be processed on the same day the
invoice is approved.

EFT QR Code Invoice Processing Workflow

EFT QR Code Invoice Processing workflow provides a way to electronically read invoices such
as Smoke Alarm Maintenance invoices, Electrical repairs invoices, Plumbing invoices and
insurance invoices by auto completing most archiving and invoice data.

For more details regarding EFT QR Codes ask your suppliers to visit
www.getpaidfaster.com.au

In order to auto complete the archiving and invoicing data;

e The invoice QR Code must have the Rockend specification for EFT QR Code.

e The creditor details, BSB and Bank Account number or ABN if they hold an ABN number
must be pre-entered into REST Professional and either your property code in REST or a
Property reference number provided by your supplier will be used as a Customer
Reference Number (CRN) for regular payment details which are pre-entered into REST

Professional.



The steps below demonstrate the process of fileSMART Workflow and assumes that an invoice
can have an EFT QR Code and / or a barcode on the same invoice.

1. For each item, a new workflow of type Barcoded Invoice Processing is created

2. ltem is assigned to the user you select.

3. Foran EFT QR Code on the document the EFT QR Code is read, the Creditors ABN
number or Bank BSB and Bank Account number is read and your REST Property code
or your Suppliers Property reference number is used as a CRN and this is then used to
look up the REST property code details. This in turn is used to populate the archiving
data and then the invoicing data for the document. If no QR Code is found then the

process moves on to the next step.

4. The document remains in the queue of the nominated user until it is approved, the same

as a non-barcoded invoice.

Configuring Creditor Bank BSB and Bank Account Number
and ABN (Australian Business Number) in REST
Professional

REST Professional Creditor File Setup

As with barcodes, there is some information needed in REST Professional in order for
fileSMART to be able to read and match the information in an EFT QR Code. For a creditor file
in REST the Creditors Bank BSB and Bank Account number or ABN (Australian Business
Number) allows fileSMART to match creditor information that is unique to just that one creditor.

Creditor File

The creditor file in REST Professional must be set with a Bank BSB number and a Bank
Account number and / or an ABN number. As a Bank BSB and Bank Account joined together
and the ABN (Australian Business Number) are unique to that one creditor then the creditor
lookup will match to the correct Creditor file.



Alghsindes  SMOREALARM dction 9
Mot Smcke Alems At -
exaf | Payerert | otes | Bascads | Msmsnancs | X
Papment method | saun depost [EFT] - Cancel - ESC
Drepont sccount rass  Smoke blama Aushola ﬁ
coount rusber 112106691 | Action - F1
B56 2 0
o
] Y
[7165T ememet T T p— AR
[71 BN confimed | Emal remittarces *
| Chargn superviion e ] Chaege disturssmert ine i
Sihow GST i cinditor sernttancs (] Savn relerencs rurmbets
TIREST DEFT Credeer a,
Reviriss Recivery Search - F7
Prosrpd o Tenart livoang I_E’
Iriaancs Frenswsl I Diste of kot paypmert Lot Ees - F9
BF Digkeamement Payment Halarce
000 000 (1] 000 v
aK.-Fi2
Property File

EFT QR Codes provides two ways to match your Property file to the EFT QR Code information
provided by your supplier.

1. If the supplier records your Property Alpha code in their own invoicing program then the

EFT QR Code lookup can match the actual Property Alpha Code stored in your REST
Professional software, there is no longer a need for a Customer Reference Number
(CRN) for that supplier in the Regular Payments tab. When speaking to your suppliers
about adding EFT QR Codes to their invoices it is recommended that you suggest that
they start storing the Property Alpha code you provide them.

[ Property etais ol e &

e ]
LSOt 9 Baach Sheel _ﬁu
Subwb  CODGEE BEACH Stale  gwW Pllode 2o [
Rismnders | GansdLait| Manterance | Inipachons | Othes |
Gantesl | Financiel | Advest| Motes | Tenerta] Commescia | Stata | Hobdse] Irmserce| Reg. Pasmerts | K
Cancel - ESC
il 9 Florids Flosd ﬁ
FALM BEACH HSW 2108
HAA02) 3968 TA5S WH02) 3038 547 Artioe - FI
o
Category Cloer - F2
Clort Revdentid  ~ Fopesty manages [Lex [U4) - &
Fiepoting ordes 1 Irapescting Agerd [Lax 14) = S
Emplt 42 | Seanch b by ED | Mo Mlanags = *
e L P T — Add Mode - FI
Aues code [[EoopenBeach - Lett Clesk [ By [B5) = (=%
Seach-FT
&
LaatEls - F3

2. If your supplier can’t store your Property Alpha code then they must provide their own

Property reference number which must be used as the Customer reference number that
Customer Reference Number (CRN) must be saved against the property file in the
Regular Payments tab.
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Addeest 2014 Hesking Stresd ﬂ
L ]

Subub  BALMAIN EAST State  NSW P/llode 2041 =

Reminders | Gained/Lost| Maintenance | Inspections | Dther |
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