Workflow Modules Modern for MIP Fund Accounting®

Simplifies the purchasing process, improves
accuracy, and enhances financial oversight}

/

Vendor
Punchout

This feature is available exclusively as an add-on
for the Requisition | Purchase Order Module Modern.

Microix Inc. | March 2025| Subject to change
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I Key B e n ef Its Workflow Modules Modern for MIP Fund Accounting®

* Improved Compliance and Control —
The feature ensures that purchases
follow predefined workflows (e.g.,
Finance, Services Workflow, etc.),
helping organizations maintain
budgetary control and compliance.

* Real-Time Order Tracking — The "In-
Process Orders" section enables
users to monitor order statuses,
document numbers, dates,
descriptions, and financial
workflows.

* Efficient Order Processing — The
system allows for easy selection of
vendors, shopping cart integration,
and automated purchase order
creation, reducing manual data
entry.

* Integration with Microix — Transactions
linked to checking accounts can be
transferred into Microix for approval and
then posted as journal entries in MIP
Fund Accounting.

e Centralized Procurement
Management — Users can manage
multiple vendors, approve
documents, and track expenses all
from a single interface, enhancing
transparency and efficiency.

* Seamless Vendor Integration — Users can
directly access multiple CXML vendor
catalogs (e.g., Amazon Business,
Complete Office, Apex) from within the
system, streamlining procurement.




Workflow Modules Modern for MIP Fund Accounting®
Vendor Punchout

Workflow Process

HH ] 1 Employee selects the Vendor Button in
o0 Microix to access a vendor’s website.

From the list of available cXML Vendors, they can start a new

shopping cart, add items, and seamlessly return the cart to
Microix for processing..

)
\

N\, 2. Processing

Employee will review the order (Document), add
coding and back up before submitting for approval

2. Workflow Approval

The document is submitted for approval. The
approver reviews the budget, makes corrections,
or rejects it and provides a reason

4. Accounting/Finance

The final approver reviews the document for
accuracy and transfers it to the MIP Fund
Accounting AP Module. (or as Cash
Disbursement if required)

3. Place Punchout order

(centralized of decentralized)

H00—01
—00+0—
H00——01
-0—0+0

FA A/P Module ready to print check and
send to vendor. (or as Cash Disbursement)

3 o/ I8 © E}D O

@ 4. Post Batch
& The document seamlessly transfers to MIP




Workflow Modules Modern for MIP Fund Accounting®

Vendor Punchout

The Microix Punchout Catalog supports cXML Punchout capability for purchase orders (POs) only, as EDI is not supported.

amazonbusiness AmerisourceBergen' %’ﬁﬁm BencoDental

If a vendor is not listed, customers must

confirm c¢XML Punchout compatibility with =

their vendor before purchasing. %mm emapp # FERGUSON s FriendsOffice GRAINGER ¥4 HENRY SCHEIN®
The vendor will provide the following required values
TS KAP MEDLIVE ~ MCSKESSON  Office pEpor @ officeMax:

Tiking aref Bt
*From Identity/Sender Identity (usually the same)

*To Identity

PATTERSON Qu_i” com XS STAPLES ”'School StinAona

*Shared Secret Worldwide Specialty.

*PunchoutURL (for test and production, if different)

*SubmitOrderURL (for test and production, if different) S\ /SCO

e WHO BT
T U5 Ver s

This setup process ensures seamless integration with
Microix for automated purchasing workflows.

WAXIE=

SANITARY SUPPLY




Steps Involved 1-5

Vendor Punchout

1. Log in to Workflow
Modules Modern

2. Navigate Requisition
Purchase Order Click on
dropdown menu

3. Click on Vendor

4. Select Wo

5. Select Vendor from
Available Vendors and it
will take you to the
vendor website

( Thisis a list that was
previously setup for your
organization to use )

Microix Inc. | Mar!

1 3 https://www.microixapps.com/ENC/VendorPunchout

5 Workflow Modules Modern - NPS Training Organization

//7‘ Search

Requisition/Purchase Order
Eé My Documents.
"7 Shopping List
g% Receiving
Account List
Vendor List
@ Customer List
[Z Send Order To Vendor
‘g Approve Documents
E';. Document Sezich

@ Dicplay Account Balance

> St Bank Transactions
@ Travel Reimbursement
Inveics Capture

‘nventory Management  In-Process

{% Asset Tracking
® TimeSheet [ e ]

In-Process

Budget
Reporting [ 04 ]

Maintenance

&

% Support

Version: 2025.001.4
Microix, Inc. © 2001-2025

SMicroix

Vendor Punchout

o

WORKFLOW

Select a Workflow

Capture CXML file CHID

AVAILABLE VENDORS

& Complete Office

“ompletely Covered

amazonbusiness

Apex-atue
'WORKPLACE SOLUTIONS

VENDORS NOT CONFIGURED

ACTIZ=N

UNLIMITED RESOURCES

AmerisourceBergen

BencoDenfal”
(% FriendsOffice

wviw.amazon.com/ref «nod|_punch

is site has coupons! @

Search Amazon Business

Punchout Group: Microi, Inc

Buy Again  Tox

B vouare

s Top Categories

s Gift Cards ~

of your O

[ al

Support women-owne

s Purchasing system and Amazon Business. ()

' Summary

Director
Documents

Requester
Documents

Manager
Documents

Manager
-
Manager
Documents
Manager

Documents

Manager
Documents

Accounting
Documents

Manager
Documents

Requester

Documents
Requester
Documents

Manager
Documents

Accounting
Documents

Accounting
Documents

Accounting
Documents

Accounting
Documents

Amazon

Discover

women-owned
businesses

1 = e

Awaiting delivery  Next delivery

$0 B

Mar ; Totalspend  Top spent
Leam more

EN-1152

EN-1158

EN-1159

EN-1160

EN-1165

EN-1161

EN-1167

EN-1170

TR-5019

EN-1171

EN-1175

EN-1177

EN-0001182

EN-0001183

EN-0001185

EN-0001186

Get Business Prime

Get unlimited fast,
FREE shipping on
millions of top-rated
products.

6/17/2024

9/5/2024

9/10/2024

9/10/2024

9/10/2024

9/10/2024

10/15/2024

11/20/2024

11/20/2024

11/20/2024

1/3/2025

1/8/2025

2/13/2025

2/13/2025

2/13/2025

2/14/2025

Today's Deals

happening now.

Shop deals
— o I

Document Creatf
using Shopping
Cart

Test PO 9/5.

Printer Paper I

More printer pa

New Item

Printer
Document Created

using Shopping
Cart

2 New Desk for the
Reception area
Office

Office Furniture

2 New Desk for the
Reception area

Office

desk

Desk

Desk Chair
Laptop
Tesla Plaid

Headset

Finance

Breakroom supplies

Explor

store, stop shop
for your business

needs.

Shop breakroom Shop supplies

Anna Belle H
Martin

Services Workflow  Ari Damasco

MIP SEWF2

MIP SE WF2

MIP SE WF2

Breland Mettler

Breland Mettler

Breland Mettler

Breland Mettler

Anna Belle H

Services Workflow

Finance

Finance

Microix -Test

MLB Chris

MLB Chris

MLB Chris

MLB Chris

Martin

Sonya Pressley

Matthew Wheeler 484

Sonya Pressley
Anna Belle H

Martin

Anna Belle H
Martin

Chris Singleton
Chris Singleton 1,499.99

Chris Singleton 120,000

Chris Singleton 79.99

Sum: 127,546.95

Janitorial supplies

Explore our janitorial &
sanitation store, a one
stop shop for your
business needs.

1/15/2025

12/20/2024




Steps Involved 6-8

Vendor Punchout

amazonbusiness g S e

™ fr—
S Recount for Microis, lne ~ N
EN Hello, Microix
8+ Ll AcourtforMicrobine + N

= ANl Women-Owned Businesses  BuyAgain  Taday's Deals Top Caiegories Business Savings Gt Cands = [T Supplies =  Savings For You  Quanilty Discounts  Amazon Brands Shop gift ards b Lists = Try Business Prime =
Punchout Group: Mi 3

en-Owned Businesses  BuyAgain  Today's Deals Top Categories Business Savings T Supplies +  GiftCards = Savings ForVou Quantity Discounts  Amazon Brands Shopgiftcards P Lists = Try Bus

[E) vou are connected to test environment of your Organization's Purchasing system and Amazon Business.

. [ ] 1 of eligible iterms t
Shopping Cart S cunit for FREE Shpping
Manage cart
Select items to delet ve for later. However, if you select some, but don't choose an action, all items remain in your cart for checkout.

t all Delete Save for later (0 selected)

Logitech K400 Plus Wireless Touch With Easy Media Control Buy new: o
and Built-in Touchpad, HTPC Keyboard for PC-connected TV, FREE Returrs v
Windows, Android, Chrome OS, Laptop, Tablet - Black E Manday, March 10

Vit the Los ipped by Amazon over
44 dedokkdr v

Logitech K400 Plus Wireless Touch With Easy Media Control and Bi Touchpad,
HTPC Keyboard for PC-connected TV, Windows, Android, Chrome OS, Laptop, Tablet...
10K boughtin past o

bipped from: Arm
FREE delivery Mon, Mar 10 an $35 of items shipped by Amazon
FREE Retu

Price: $27.99

Buy 30, save 2%

Additianal shipping fees may apply for items fullflled directly by selling partners. 1 Buying in bulk?

Avadlable at a lower price fromm elicrs that may ot affer free Prime shipping. Fresjuently baught toosther
$7.99 | AddtoCart .
Anker USB Hub 4-Port 1 ter with 5Gbps Data Trans m Data USE Hub [Char...

Subtotal (1 item): $27.99
Anna Balle H

7. Click on Process to Check out.

‘WWW.amazon.com,

mazon Checkout (1 item
— ecko ( ! ) & G ] 8] https://www.microixcloud.com/microixws/api/cxml/0

G microix

Data Accepted!

Group Microix, Inc Change
Submit order for approval a

Business order information Disabled By placing u agree ta fie

P o Conditions and Amazon's privacy notice.

5h|pp|ng address Micraix, Inc Change
450 OLD PEACHTREE RD NW

SUWANEE, GA 30024-7289 Order Summary

x Workflow Modules to complete your transac

Items:

Payment method Paying with American Express 2005 Change Shipping & handlirg:
. Total before tax.
Add a promotional code A Estimated t7x to be collected:

Order total:

Enter code

Accepted Message and a note to return to Microix

Workflow Modules to complete your transaction
8. Submit order for Approval # i



How find your document to finalize your transaction and submit it for approval.

Vendor Punchout

& G m lfl https://www.microixapps.com/ENC/MyDocuments

ﬁ Workflow Modules Modern - NPS Training Organization Anna Belle H Martin  +

A

1 LOg intoRVorktow O | search e My Documents, 8 i Transfer % Approval Tree = vities 02, Audit Trail gHl] Receivi Encumbrance Bxport =y Print [[3 Close

M (@) d u I es M Od ern Requisition/Purchase Order status T 7 Q Entertext to search...

D... ¥ Type Document No ¥ Reference... ¥ Priority ¥ Description ¥ Workflow ¥ VendorNa... ¥ Total ¥ Session Y %Comple... ¥ LastAppr.. ¥ Attach... ¥
' EL My Documents EC ity p » Compl P!

» 0-Requester

pping List
@5 Receiving
2 . N aV'gate to % R - Purchase Order (Punchout) EN-0001190 ! Vendor Puncho... Finance Amazon - Amaz... $43.790
Requisition /Purchase =1 rccount it coume:d sears0

)Il - Manager (cherry carlock)

Order d rop d own | ist [ vendor List « 2-Director (Frederick B Smith)

A4 Customer List X
Sales Order (Cart) 50-1010 8/28/2024 { Document Crea... Finance AAA - AAA Control $75.240 10/15/2024-An...

= T,
E‘E’ sendlgidenjerendon Purchase Order (Cart) EN-1152 6/17/2024 { Document Crea... Finance ABC - ABC Offic... $161.940 12/16/2024-Mat...

=g Approve Documents Count: 2 $237.180

3. Click on My

DOCU ment Purchase Order .., [=3 email % ApprovalTree [7] Budger Audit Trail Y Tracking gfk) Receiving muach v g Prine v [ Close
MENT INFORMATION sz REASON/COMMENTS VENDOR INFORMATION
Document Humber EN - 0001190 priority PE Hormal Vendor Invoice No
5. Must enter Reason
Document Date  3/5/2025 Required Date a4 Vendor ID n
Justification in this S ——— VendorName  Amazon Business
q pideid Check Address ID
4. Locate the field
Prepared By Anna Belle H Martin
Document and wetor

Inventory Location 301

double click to open

Bill To Main

7. Review the entire , = = e
d ocume nt t h en BODLGADTSW EA 3/5/2025
Submit it for approval

BOCMGGEWVFD 5 - $19.70 WA

6. Enter coding if
distribution code was

not used
Microix Inc. | March 2025 Subject to change 7



Overview of the Approval Process

Email notifications are sent to an approver based on the workflow routing process. The email includes detailed
information about the invoice, expense coding, budget, and previous approvers

Workflow Modules Modern (® AnnaBelle HMartin v

Eﬂ]lnvoice we [2) void A submit (=] email 2 ApprovalTree [ 8udget 02, AuditTrail g Receiving Attach g2 Print [[3 Close

121471335 REASON/COMMENTS VENDOR INFORMATION
v Requisition/Purchase Order BOCUMENT/INFORMATION s

My Documents Document Number AP - Priority R~ Reason/Justification Vendor Invoice No 85425

Vendor ID DELLTechnologies Invoice
APA241

Shopping List Document Date  8/25/2024 ]

Receiving D Dait 8/25/2024 & Vendor Name DELLTechnologies

Comments
Description Invoice Capture for DELLTe:hnoOIgles Chack Addrass 1D e | P
Ai Capture Confidence Result: 84.87 :

Vendor Punchout

Query Accounts Prepared By Anna Belle H Martin

Query Vendors Workflow Program

Send Order To Vendor
Approve Documents
Class Qty  Units Date Description Pricc  Amo.. Distr.. Fund Grant GL Progr  Dept

Document Search
o 1.00 EA 8/25/... Auto Inserted Tax Value $136... $136.. Assets 01 999 999 101
Display Account Balance

/& P 3930 Rack
i 200 EA 825 oo = $113.. $227.. Assets 01 999 99 101

> Setup ¢ Ll Workstation
,“ﬂ Bank Transactions

[ Travel Reimbursement
[?il Invoice Capture
11y 'nventory Managment
(\2 Asset Tracking

E’jo TimeSheet

E% Budget

7 Ranarte
Version: 2025.001.1
Microix, Inc. © 2001-2024

Gmicroix

*Provide approvers the ability to modify the expense code or reject the invoice with a reason.
The rejection note is communicated to the requester via email

*Review the invoice alongside a copy of the original PDF to ensure accuracy
*Implement a system to sort invoices based on their priority level

*Examine the document's audit trail to identify any alterations made prior to the invoice's
receipt

Please Review/Approve Document AP-1194: ULINEULINE

workflow modules
To Helpdesk

® 9 9= @

10:44 AM

@ If there are problems with how this message is displayed, click here to view it in a web

browser.

G Mmicroix

I
[CEACRIFTION | mocice Captas for UUNEULIRE
[PREPARED BY | Anna Beiie H Martin

m Requester Documents.

“Ailla aeried Tax Vaue

e Mumber Tax

COA # 01-395-57001-995-101-1
T2X 10 X & LGHTWEKGHT 32 ECT
CORRUGATED BOXES

e NuUMDeT 815340

COA & 07-393-57001-395-107-1

72X 12 X 15" CORRUGATED BOXEE
Heen Number 8.4621
COA # 07-995-57001.995- 1011
X TOWLET SEAT COVERS
Heen Number 87278
COA # 01-355-57001-555-101-1
ULINE UFSABLE PEANLITS - WHITE ANTISTATK

Ao

WARNING:

This message contains confidential information intended
anyone else, as itincludes an authorization for approval
are not the intended recipient, please be sware that disc
information is strictly prohibited.

VENDOR INFORMATION
ULME

Flow madules
esk

Purchans Order
o

WARNING:
This message ¢
intended salel
Torw:

Selected approvers can approve directly from a

mobile device, tablet, or PC using our HTML approval



How to place your order with your punchout vendor

Vendor Punchout

1. LOg into (3 https://www.microixapps.com/ENC/SendOrderToVendor
Workflow . o .
Workflow Modules Modern - NPS Training Organization Anna Belle H Martin -~
Modules
~ N
MOdern (O |search Send Ol'del' TO VendOI’m Export ﬂj Close
Requisition/Purchase Order Category 1 Q/Enter text tosearch...
| D t No. Descripti Workfl Vend Send Method Date Submitted
2. Na\/|gate Eé My Documents 7 = locument No l escription orkflow ‘'endor end Metho: ate Submitte
o ono -
Requisition A v % Punchout
P urc h ase O rd (=18 EJ‘[‘(;] Receivi 4 EN-0001189 03/04/2025 Vendor Punchout Order for Amazon Test 2 Finance Anna Belle H Martin Amazon https://www.amazon.com/eprucurement/punchout
eceiving
Cl |C k on EN-0001188 03/04/2025 Vendor Punchout Order for Amazon Test 1 Finance Anna Belle H Martin Amazon https://www.amazon.com/eprocurement/punchout
F'ﬁ Vendor Punchout EN-1177 01/08/2025 Desk Microix -Test Anna Belle H Martin ABC https://www.shopcompleteoffice.com/
d ro p d own menu i TR-5019 11/20/2024 Office Furniture Finance Matthew Wheeler ABC https://www.shopcompleteoffice.com/ 12/20/2024

’_‘ Vendor Li EN-1167 10/15/2024 Document Created using Shopping Cart Services Workflow Anna Belle H Martin ABC https://www.shopconpleteoffice.com/
[ Vendor List

EN-1152 06/17/2024 Document Created using Shopping Cart Finance Anna Belle H Martin ABC https://www.shopcompleteoffice.com/ 1/15/2025
A% Customer List

E Bl Send Order To Vendor ‘

iy Approve Documents

Count: 6

E' Document Search

3. Click on Send

Order to Vendor 5. Click on Send

4. Select
Order|Document

Microix Inc. | March 2025| Subject to change



Example: Final Approval before transferring to MIP Fund Accounting®

Workflow Modules Modern - NPS Training Organization

glInvoice .,

DOCUMENT INFORMATION

Document Number AP - 1211 Priority
DocumentDate  1/20/2023

Due Date /2023

Description Invoice Capture for MyCommerceDigital River
Prepared By Anna Belle H Martin

Workflow Finance

+ Item No

300943439p

Microix Inc. | March 2025 | Subject to change

Medium

Date

6/17/2024

10471241 REASON/COMMENTS

Reason/Justification

vendor Not Found. Please add
MyCommerceDigital River to MIP.

Description

Chilkat 4-Developer Bundle Delivery

$369.000
date: no later than 22-JAN- 2023

Approval Tree 7] Budget = Reroute 0 AuditTrail

Comments

Al Capture Confide

1099Box

$369.00 NEC-01

Transfer to MIP

ENT INFORMATION

) AnnaBelle H Martin

U Approve Attach «

Session No,

Invoice Capture for MyCommerceDigital R

VENDOR INVOICE HISTORY (PAST 12 MONTHS)

Drag a column header here ta group by that column

Category ¥ DocumentMo ¥ SessionID

Manual Check
Invoice
Manual €
Invoice

Manual Che

Manual Check
Invoice

Manual Che

Main

Account
11001
61001
11001
100
11001

61001

61001

11001

Vendor g Print []

> C

($139.25)

Transfer Options

ode

m Accounts Payable

Cash Disbursement

Journal Entry

Click on Process.

Note: The final step is to log in to
MIP FA. The AP session is ready to
be posted in MIP Fund Accounting.

10



AwaitingYourApproval

) AnoaBalleH sartin v

Bank Transactions

Workflow Modules Modern for MIP Fund Accounting®

B Getin Touch

For a live demo, quote request, or any inquiries,
reach out to us at sales@microix.net. Our team is
ready to connect you with your MIP/Microix reseller.

Exclusive Feature
This feature is available exclusively as an add-on for
the Requisition | Purchase Order Module Modern.

@ Explore More Visit us at www.microix.net

Email: sales@microix.net

Call: 1-866-MICROIX (642-7649)

Microix Inc. | March 2025| Subject to change


http://www.microix.net/
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