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Document Information

Notices
Copyright

Real Estate Manager is a brand name of the insightsoftware.com Group. insightsoftware.com is a
registered trademark of insightsoftware.com Limited. Real Estate Manager is a registered trademark of
insightsoftware.com International Unlimited.

Other product and company names mentioned herein may be the trademarks of their respective
owners. The insightsoftware.com Group is the owner or licensee of all intellectual property rights in this
document, which are protected by copyright laws around the world. All such rights are reserved.

The information contained in this document represents the current view of insightsoftware.com on the
issues discussed as of the date of publication. This document is for informational purposes only.
insightsoftware.com makes no representation, guarantee or warranty, expressed or implied, that the
content of this document is accurate, complete or up to date.

Disclaimer

This guide is designed to help you to use the Real Estate Manager applications effectively and
efficiently. All data shown in graphics are provided as examples only. The example companies and
calculations herein are fictitious. No association with any real company or organization is intended or
should be inferred.
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Payments

Invoices are paid in batches (Payment Batches) in Real Estate Manager. Adding an Invoice to a
Payment Batch includes options to select Invoices for payment and submitting them for approval or
saving the selected Invoices as a Draft Payment Batch for payment at a later date. All Invoices must be
approved prior to payment. A Payment Batch can be removed from submission or rolled back to a Draft
Batch Payment.

The Manage Payments workspace, shown below, uses a set of tabs to organize the Invoices submitted
for payment as follows:

= Drafts — Payment Batches that have not been submitted for approval

= Declined — Payment Batches that were not approved for payment

= Submitted — Payment Batches that have been submitted for approval by yourself

= Errored — Payment Batches that have encountered an error in the payment process
= Approved — Payment Batches that are approved for payment

= Waiting for Approval — Payment Batches that have been submitted by another user and are
awaiting approval

= Recently Approved — Payment Batches approved

Payments Management

« Invices to be pud st selected snd grouped nto atches and submited for sayment sparoval
e A paymant batch consists of at keast on Ell paig A Invoice may MVNSUMﬂMfO paymaent in one payment batch and must be removed from the previous batch before it can be added to 3 new one.

¢ Pavmeat baiches tiat hae been sparared for .wmrlrmnlbelrvcrmkx may be added or remeved from the payment batch.

. N 0 user may approve thei ' pEy n‘buk hes far payms

[ e [ [emme T T T E
of Invoices for Paymen

My Draft Payment Batches

[ have no draft payment batches waiting te be submitted

Other Draft Payment Batches

There are no payment batches by other users waiting to be submitted

Adding and Submitting a Payment Batch

1. Fromthe Top NavBar, select Management and then Payments.

2. On the Drafts tab, click Submit New Batch of Invoices for Payment.

Select Payment Batch Options x
Select Currency: Multi-Currency v
Payment Batch Type: Payable

Okay Cancel

i

3. From the Select Currency drop-down, choose the monetary currency for the Payments.
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4. If you are creating a payment batch with multiple currencies, you should select Multi-Currency from

the drop-down.

5. Click Okay.

Payments Management

Add Payment Batch

Batch Description st
Batch Currency Multi-gurrency
Batch Type Fayable

Select invoice:

Currencles

Cost Category Group

Cost Categories

Irweice Group

Vendors

Search Term

Swloct Rows

All currencles

All category groups
All cost categories
Al Entities

Al Assots
01/08/2024
31/08/2024

All groups

All vendors

Al results

0 Invoices in Batch , Total Value: 0.00

6. The Payments Management workspace is used to filter Payable Invoices to identify the ones you

want to pay.

7. To search for Payments, in the Batch Description field, enter an identifier for the Payments.

&3 Payments Management

Add Payment Batch

Batch Description September Run

Batch Currency Multi-currency

Batch Type Payable

Select invoices

Currencies Alghani

Algeria dinar
Angola new kwanza
Angolan kwanza
Argentina austral
Bresant

Ctri+Click to select multiple (zxpand)

8. If Multi-Currency is selected in Step 3, then user should specify the Currencies to be included in
the batch. By default, all currencies are selected.

9. Ifasingle currency is selected in Step 3, then the Currency field will not be present.

10. From the Cost Category Group drop-down, select the Cost Category Group(s) to which Invoices
you want to pay are assigned.

11. From the Cost Categories drop-down, select the Cost Category or Cost Categories to which
Invoices you want to pay are assigned.
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Double click the From and To fields to display the Calendar and select the beginning and ending
Invoice dates that you want to include in the search.

From the Invoice Group drop-down, select the Invoice Group(s) to which the Invoices you want to
pay are assigned.

From the Vendors drop-down, select the Vendor(s) you want to pay.
Click the Search Term field, enter a full or partial search term related to the Invoice you want to pay.

Click Search Invoices.

i
: ) Secloct any Involoes you wish to add to this payment batch then click ‘Add’, Click 'Cancel” to close this window ]
0/4 invoices selected, $0.00 USD of $16,275.00 USD
| B oveices | Date | Vendor | Group | Description | Assets | CostCategories | Base Total | TaxTotal | Invoics Total | State | Actions |

MIPrkVI-5-20210901  01/09/2021 ypoonon Parkway - Basic - Oeanga County O by [0 bl $4,000.00USD $0.00UsD N0 VS0 unpaig MR

e 01/09/2021  Gromge Ceunty B o Electric Bill C [“c';“gfjc"“”" Office C (Etft“'l{[:s] $1,275.00USD  $0.00 USD C‘,ﬁ:nﬁ,:’]“ VS0 ynpaid ue

O RIPpSI-1-20210901  01/09/2021  Sopyranr ™ e Rental Lesse Invoice I::;’e”,':gg‘;‘;"‘" * ?;:“m;“” $5,000.00 USD  $0.00 USD ?ﬁfﬂm;’]ﬂ U0 ynpaid e

RIPpSI-2-20210901  01/09/2021  Fom Progerty Basic . Rental Lease Invoice. :ﬁ:r‘:‘:';?gg‘l“;"m * (ﬂgﬁl?"" $6,000.00 USD  $0.00 USD :':f“;",iif]u S0 ynpaid s
4 Page 1/1 (4/4 raws) o |» =

Add Selected Invoices | Delete Selected Invoices  Cancel

£

To select Invoices for payment, click the check-box next to the Invoices you want to pay.
Click Add Selected Invoices.

You may search for more invoices to add to the batch by selecting new search parameters and
clicking Search.

If you check boxes for Invoices and click Delete Selected invoices, those invoices will be removed
from the system. This means the invoices is removed from the Asset and any related Contract.

Viww Tnvolcs x
Invee
Tnveice # MRPrRVE-5- 20210901
Irvoix Troe Basit Invaice
Group: Es =
Purchase On
Currency: United States Dollar
Contract Siracas County Gfics
Vende Bzudton Parkmay Viles
Date of 1 ou/oB/er
Descriptios Orange County Office Tnveice
heten
Bane Bors %
Bevkable Ares (Gross) - rot set -
Cont Jtams
Rent Orange County Office _ Base Rent (Rent)  US - Calfornia  Orange - #o Tax  $4,000.00 USD  $0.00 USD  01/0S/2021 - BO/O9/2021  apertigeenents | fekds
Cose

To view information about an Invoice, click view to display the Invoice.
Click apportionments to view the Apportionments defined for the Invoice costs.

Click fields to view the Custom Fields defined for the Invoice.

insightsoftware.com


https://insightsoftware.com/

Y insightsoftware 7

24. Click Close to return to the previous workspace.

Envoics 8 RiPrpGt-2-20200901
Enwalcs Type: Bak fveice

i Purchase Ondes &
Growp Bankc Inveice
Eurrancy: Unted Stanes Colar
Vander: Rl Progerty Schions alA
Bt of Envoice: oamy/2021 ]
Descrigtion: Rectsl Lease Inveice
hotes
s Rart
Warabie Area (Gross) Squarn Fest

‘At Coar sutmes.
gy 8 Yikde” action Cick 1 1 ogeem thee smtry fom for thows feids
e BCT0A. M DS s vt B4 BSSEL CHTEGRRY, NS NI DAACE 1A 18 EABBE TNS MDA
P it Archiwe. Whars pacaitly Tha iiiet raference i hot i Sracioits dter e eisel e

st 1o the namme Suiet nd Caligny e Gt & g descrption 16 SATRGh B 0

25. Click edit to open a specific Invoice to edit the details.

26. To submit the selected Invoices for payment, click Submit Invoices for payment.

Submit Invoices for Payment ®

Submit this payment batch for approval?

2 Invoices to Submit, Total Value: $11,000.00 USD

Do you want to submit this batch of invoices for payment?
NOTE: If any of the invoices cannot be included in the payment
batch the batch will not be created. You may edit the selected
invoices and try again.

Notes

| Okay Cancel
4

27. Inthe Notes field, enter information that describes the payments.

28. Click Okay.
[oom1 [ ot @1 | swomrmet 21 | tresa 1 | smrroei 0| vianearer i1 | s e o

My Pending Payment Batches

[ have 2 pending payment Balches waiing Lo be approved

Craated On Name | # of Invoices Paymant Total State Last Comment Actions

09/24/2021 Base Rent 1 $4,000.00 USD  Pending  O9y24/2021 10:48 Corinna Rost (crost): Submitted for approval 9/24/21 miack | yiew
09/02/2021 Backdated Electric Bils-0C 9 $36,975.00USD  Pending  09/02/2021 13:14 Corinna Rost {crost): Submitting bockdated inveices to catch up. miback | view
" Page 1/1 (2/2 rows) Go to: o

Other Pending Payment Batches

There are ne payment batches by other users waiting to be approved

29. The Payment Batch will move to the Submitted tab.
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Viewing Information in a Submitted Payment

After submitting a Payment Batch for payment, the invoices cannot be edited or deleted. Refer to the
Rolling Back a Submitted Payment Batch section for instructions on recalling the submission of a
Payment Batch.

1. From the Top NavBar, select Management, then select Payments to open the Payments
workspace.

2. Click the Submitted tab to view any Payment Batch that have been submitted for approval.

My Pending Payment Batches

T have 2 pending payment batches waiting to be approved

| # of Invoicas | Paymant Total State Last Commant | Actions
00/24/2021 Base Rent 1 $4,000.00 USD  Pending  00/24/2021 10:48 Corinna Rost (crost): Submitted for approval 9/24/21 milbnck | yiew
09/02/2021 Backdated Electric Bills-0C b2 $36,975.00USD  Pending  09/02/2021 13:14 Carinna Rost (crost): Submitting backdated inveices to catch up. ook | yiew
w4 Page 1/1 (2/2 rows) o to: v

Other Pending Payment Batches

There are no payment batches by other users waiting to be approved

3. You may click View to view the selected batch.

4. In the pop-up, you may click the Expand icon to view the Notes recorded for the invoices in the
selected batch.

5. From here you may also click the Expand icon for the Audit Log to view the history of the creation
and changes to the Payment Batch.

Awlit Log ()
user et e R

16/01/2022 09:50 Carinns Rerst Suberit. e
10/01/2022 09:50  Corinna Rost Create
100 Corinna Aot aad
16/01/2022 09:50  Corinna Rost aad

128112001 Nama:ACC Albuguergue Rent Refio: CyrOnLLE-22-20211201, $5.500,00 USD Suecos
FL/B1/2001 Nama AOC Albuesrgue Rent Refvo: CyrOnLLC-22-20211104, $5,500,00 USD Success

6. Click Close to return to the Submitted tab.

7. To view Apportionments for an Invoice in a Payment Batch, click View for the Invoice for which you
want to view the Apportionments.

8. The View Invoice pop-up opens and you may click Apportionments in the Actions column to
display the relevant Apportionments.

e e e o]

HQ Finance HQ Finance - AP Cost Center 1 TBDHQAPOO1 100.00%

9. Click Close to return to the View Invoice pop-up.
10. Click Cancel to return to the Submitted tab.

11. To view Custom Fields for an Invoice, click View for the Invoice for which you want to view the
Custom Fields.
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12. Once in the View Invoice pop-up, click fields to display the Custom Fields, if any have been
configured for this Invoice Type.

13. Click Close to return to the View Invoice pop-up and then Cancel to return to the Submitted tab.

Rolling Back a Submitted Payment Batch

After submitting a Payment Batch for approval, it can be recalled or rolled back and removed from
submission and resubmitted at a later time.

1. From the Top NavBar, select Management, then select Payments to open the Payments
workspace.

2. Click the Submitted tab.

[ [ [ e s [ s | e o I

My Pending Payment Batches

I have i pending payment BItCHEs waiting 1o be approved

Other Pending Payment Batches

There are 3 pending payment batches waiting to be approved

01/10/2022 Carinna Rost {crost) ACC2 Batch 2021 1z $66,000.00 USD rollback | view

Pending
03/10/2022 Corinna Rost {crost) Batch 2 3 $257,250.00 USD. Punding Eollbck | vigw
Pending

mllback | viw
Go to: o

01/1042022 Corinna Rost {crost) January Batch 1 485,750.00 USD.

- Page 1/1 {3/3 rows)

3. Submitted, but unapproved Payment Batches display.

4. Click rollback for the Payment Batch you want to remove from the Submitted tab and save as a

Draft Payment Batch.

Rollback this payment batch?

Are you sure you want to rollback this payment batch to a draft
batch?

Notes

Okay Cancel
) 4

5. The Rollback Payment Batch pop-up opens and you may enter relevant information in the Notes
field and then click Okay.

6. The Payment Batch will be moved to the Drafts tab.

Approving a Payment Batch

Before a Payment Batch is actually paid, it must be approved. A user cannot submit and approve the
same Payment Batch. Only Payment Batches that a user did not submit will appear on the Waiting for
Approval tab.
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1. Fromthe Top NavBar, select Management, then select Payments to open the Payments
workspace.

[ [ [ Teme Lo [ e [ I

Batches Waiting for Approval

There are 3 pending payment batches waiting o be approved

=T Creuted By Wame ¥ of Brvoles Paymvent Total stats Lo ol N - e M|
011012022 Corinna Rast (creat) ACC2 Batch 2021 12 66,000.00USD  Pending awanas | teslios | i
o1/10/2022 Corinna Rost (crost) Batch 2 3 $257,260.00 USD  Pending avaavs | seslos | e
o1/10/2022 Corinna Rost (crost) January Batch 1 $B5,750.00USD  Pending aooeove | gecling | view

P Page 1/1 (3/3 rows) Go to: | v+

2. Onthe Waiting for Approval tab, you may view the Invoices in the Payment Batch prior to
approving by clicking view.

ke Bacdpiten B by R presy 12 Involces Submitted, Total Value: $66,000.00 USD
Ratch Curnency Unned Stanes Dotar
ubemittad nvaices
Trveica & Vandor Grous Dascription Asats Cout Catagorien Base Totsi Tax Totsl Ivvaica Total Astscoa
CreOaLLE-22- 20210181 Crrun One LAC Tasic Invice ACE Mougeraue Rent P e—1) - 15,500,00 USD #0.00 UsD e — n
I Cys One UC s I ACE Moeregas Rent = ACE Mbuueraue (AC2) e ] 45.500,00 USD #6.00 USD it e
CrvOnlLE-32-20210001 o102 Creus One LG Basic Invoice ACC Msusueraye Rt * ACE Albuqusrae (ACCZ) * Bane R (Rt} 15,500,00 USD #0.00 UsD i e
CyrDalLE-22 20210681 barzea1 Cyrus One L Basc Invsice ACC Amuauergue Rent - ACC Mbuguerae (ACCZ) - Base Rane [Rent) 45,580,00 USB $0.00 UsD el e
Cronise. 22 20210081 WO | OmaOwlT | Bkiskn | ACAbsesomiex + ACE A AEC3) e, ssmoum  pmuo 55N .
CyrOnlA-22 20210481 oaroLaeaL Cyrus Gne L Basic Invsics ACE Asvaargea Rant P —T) = Base R [Bnt) 45,500.00 US® #0.00 UsD S o
EyrDaLLE-22. 20210701 L Eyeus One L1E Basic Invaice Bart . 0 * Bae Rons (Rt 45,500.00 USD. 80.00 USD ok o
ervoate s e v e mewem gopeemere P —— e et oo wsowo 55000 o~
ErrDalLLE- 22 20210801 LU Eyeus O LLE Basic Invaice ACE Augseraes Rent o ACE Mbugueraue (ACE2) * Base Ronst (et 45,500.00 USD. 80,00 USD rosrrodond s
Cromise 22 0213000 weoms | CrmomUC] | bakiekn | Aok et JeS—— ) somum  mmwe 55N -
CreDalLE-22-20211181 [ETT Cyeus One LLC Basic Inveice ACC Moweraes Rent = ACE Mbuguergue (ACC2) = Base Rent (Rest) $5.500,00 USD 80.00 USDH s viem
CrrOslAC-22 20211700 PR Cyrun One C Baai I Rent . v * Bove Ran (Kmet) 5,500,080 USO 50,00 UsE s D rm
At Log [+
Cosn

3. Inthe View Payment Batch pop-up, you may further view individual Invoices by clicking view again.
4. Click Close to return to the Waiting for Approval tab.

5. To approve a Payment Batch, click approve.

P —— =

paren pasripen St By oo ok (o) 12 Invoices Submitted, Total Value: $66,000.00 USD
Batch Curremcy Unied States Doter
T T Y ——— s aen S S S S SR G —
Submitiod Invoices
Invoice # Dute of Invoice thons

T — oyoy/zan Cyrs One UC [r— nant - (acen [rS—— $4,500.00 %0 0.00usD T em
— RO Grmoseic  Smkiews A A © 0 A 4223 P commms v 5000 -

T oposwcz-m2inn oyoyzen Cyrs One LT Beve nvoice ment . wec + Base Rent (Rest) ¥5,500.00 U soousp RSSO em
Corondic 22 20315401 N CrmOweliC  Meclwecs A AbuasercmRent  ACE Nomarnse (ACCE) Rr—— ssmeouo  mouss S0 -
Gt Coms GGt my—mm e (i === sommus v MU =

O | rowie zzoareien e e [T Sy B B —
e T e - B — ) wommsn w5000 =
T T G e — . e e wommwo  meuo  fammu =
Cyrondic 2220210901 NN CrmOneliC  Beelwecs A AbuaueresRent  ACC Kbuperne (ACCE) re—— ssmmus>  moouss  BSSGEU =
G e I e T R - . ween S dommwo  mmvo  famun =
CyrOmLE-22- 0211101 1weuen Cyres One UG Rasic bwsice MO Wsaras Rant + AGE Mbuposren (ACCT) - Base Rant () $5,500.00 15D +9.00UsD ey -
PPpw— 12 OmeOmalE  Saskbein et 3 aeen = Saon o () v oo 50WUD o

Ausit Log 4]
e =
4|

6. You must check the box next to each invoice to confirm the approval.

7. Once all relevant boxes are checked, click Confirm & Approve.
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Approve Payment Batch x
T

Approve this payment batch?
Are you sure you want to approve this payment batch for payment?
Select Output Format

Format: CSV (*.csv)

Transport: Download Directly

Notes

Okay Cancel
A

Ensure the correct Format and Transport are selected from the drop-downs and enter any relevant
Notes, then click Okay.

. The Payment Batch will be downloaded in the selected format and moved to the Recently

Approved tab.

Two level Payment Batch Approval
Th

e Two-Level Payment Batch Approval feature in Real Estate Manager (REM) adds an extra layer of

review for high-value payments. When enabled, any payment batch that meets or exceeds a set
threshold must be approved by two different users before it can be processed.

Th

pa

is helps commercial real estate teams:

B Strengthen financial controls.

® Prevent unauthorized or accidental approvals.

® Reduce risk for high-value transactions.

® Ensure large payments are reviewed by more than one person.

® The feature is configured by system admins and uses a special user role called Senior
Approver for second-level approvals.

Finance admins can configure a second reviewer for payment batches that exceed a set threshold. The
us

er role Senior Approver is added to the system. Users assigned this role can approve second-level
yment batches when the two-level approval workflow is configured and enabled.
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Management

Instructions:

« Click the ‘Create Role’ butlton to create a new role.
« Click ‘Delete’ on an existing role to remnove that role.

« Deleting a role that is currently assigned to one or more users will remove the permissions that roles grants,

« Click Edit’ on an existing role to change the name of the role or the permissions associated with it.

show 10 + entries Quick filter:
Role Name Members Permissions Actions
System Administration 2 14 Edit Delete

Portlolio Manager 9 100 Edit

Senior Approver 3 50 Edil Delele

Showing 1 to 3 of 3 entries First ] ! Creale Role

How It Works
1. Enable the Feature

» Go to Administration — System Configuration Editor — Payment Settings and toggle
Second-Level Approval ON.

» Setyour Threshold Amount (e.g., $10,000).

Real Estate Manager IR VERERE Reporting
Paymentsettings a
Enable Custom Payment Files true 2 Enables Custom Payment File Configuration
Enable Second Approver true B Enables Second Approver for Payment Batch
Invoice Splits Match Subdivision Currency false v Set Custom Value Invoice Splits Match Subdivision Currency
Multi-currency format string {0:#:##0.00} Set Custom Value Controls how payment totals are rendered for multi-currency payment batches
Payment Export Path et Custom Value Export path for payment files for sftp transport
Payment File Definition Set Custom Value JSON representatoin of SAP Payment file
“
Payment Formats Enabled laresapxisx abcorpesvareapcsvlareapx Comma separated list of payment formats (csv, excel, peoplesoft, lareapcsv)
Payments Default End of Search Range cm+im Set Custom Value Calculation delta for default end range of payment search
Payments Default Start of Search Range o Set Custom Value Calculation delta for default start range of payment search
Payment Transports Enabled download sftpupload Comma separated list of payment transports (download, sftp)
Payment Batch Threshold Amount e the threshold amount for Payment Batch Total. Applicable only when Second Approver is .hover to read more
Two-party payment batch epproval process false v Requires payment batch drafts to be approved by someone other than the draft submitter
Use Payment Batch Name as File Name true v Use Payment Batch plus timestamp as exported payment file name I

2. Create a Payment Batch

Select the invoices and create a payment batch as mentioned in Adding and Submitting a Payment
Batch section.

3. Approval Workflow
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« Ifthe batch is below the threshold, only one approval is needed.

 Ifthe batch is equal to or above the threshold:

a. The first reviewer approves the batch in Waiting for Approval tab and adds notes.
b. The system shows a message: “This payment requires a second approver.”

c. The batch status changes to Pending Second Approval.

d. The second reviewer (must be a different user) reviews and approves or rejects with
optional notes.

Enter Search Terms: R, .

Reporting Administration

eal Estate Manager IRRISY Management

Payments Management

ed for payment approval.
only be submitted for payment in one payment batch and must be removed from the previous batch before it can be added to a new one.

to be paid must selected and grouped into batches and submitt
nsist unpaid invoice. An invoice ma
rted before invoices may be added or removed from the payment batch.

« Invoices to b
= A payment batch consists of at least one
« Payment batches that have been approved for payment must

» No user may approve their own payment batches for payment.

Payable Batches Waiting for Approval

There are 7 pending payment batches waiting to be approved
Created 00 Crented oy  eme T4 o tovoices |_payment Total | State | Lot comment ET—
4 approve | review | decline | details

Automation User389 REM-1748-00-Payable -
10/02/2025 (OB = 7,057.00  Pending
39,600.00  Pending approve | review | decline | details

Automation Users50
10/02/2025 (3 pobhessoy Asset-965-PayableType 12

5 $163,200.00 5 5 " ’
a
1 Invoices Submitted, Total Value: $22,000.00 AUD

Batch Description Payment Batch-1047 (Approved)
Submitted By Pratik Jagtap (pjagtap)
Batch Currency Australian Dollar

Batch Type Payable
11/09/2025 21:02
Approved Approved By Karan Sehgal (ksehaal)

Submitted Invoices
[ rrvoico s [ oute ofovaice | —vendor | roup | Descripion | Ausets | Cost Cotogories | Bosetotal | ToxTotol | tnuoicaotal | Actions |
invoice-1047 08/11/2022 Asset User Basic Invoice invoice-1047 * asset-1047 » Test $20,000.00 AUD $2,000.00 AUD $22,000.00 AUD view

Audit Log [+]

Decline Payment Batch ®

Decline this payment batch?

Close

Are you sure you want to decline this payment batch?

Notes

Incorrect invoice

Okay Cancel
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Important Notes

® The preparer, first reviewer, and second reviewer must be different users.
® No user can approve their own submission.
®  Only users with the Senior Approver role can approve high-value batches.

®  All actions are logged for audit purposes.

Why It Matters

This feature helps prevent unauthorized or accidental approval of large payments by enforcing
segregation of duties and adding an extra layer of oversight.

Best Practices

®  Set a clear and realistic threshold amount based on your organization’s risk policy.

®  Assign the Senior Approver role only to experienced users with financial oversight
responsibilities.

® Use the Audit Log to track who created, submitted, and approved each batch.

®  Add clear notes during each approval step to document the reason for approval or rejection.

®  Regularly review and update user roles to maintain proper segregation of duties.

insightsoftware.com
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Troubleshooting and FAQ

Two level Payment Batch Approval

The following are some of the common troubleshooting FAQs for two-level payment batch approval:

Q1. Why can’t | approve a payment batch | submitted?

Users are not allowed to approve their own submissions.
What to do

Another user must review and approve the batch.

Q2. Why is the batch still pending after the first approval?

The batch likely meets the threshold for two-level approval.
What to do

A second user with the Senior Approver role must complete the second approval.

Q3. Who can approve high-value batches?

Only users with the Senior Approver role can approve batches that require second-level approval.
What to do

Check with your system admin to confirm who has this role.

Q4. Can the same person be the preparer, first reviewer,
and second reviewer?

No. Each role must be performed by a different user.
What to do

Ensure the batch is routed to a different user for each step.

Q5. How do | know if a batch needs second-level approval?

After the first approval, the system will show a message, “This payment requires a second approver.”
What to do

Wait for a second reviewer to complete the approval.
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Y insightsoftware

Version Summary

Version Changes/Updates Date
21R4 Guide created. Payments broken out from larger guide. 01/10/2022
23R3 Removed all reference to REM. 08/08/2023
24R2.3  |Added Multi-Currency information to Adding a Payment Batch. 08/15/2024
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