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Introduction 
Invoices must be sent to the relevant PayMe email address by the project leader, as outlined in the "How-To" guide. The 
invoice is sent to the specific NetSuite email address and, simultaneously, to the historical PayMe address. This ensures we 
can monitor the documents received there, as this is not possible in NetSuite. 

The legal entity is determined by sending the invoice to the correct email address, with one email address designated per 
entity. 

The invoice is then recognized in Zone Capture, which identifies the legal entity. The vendor and purchase order are 
subsequently used to complete this step. 

Afterward, the invoice is processed with the correct GL account (type of expense) and saved. 

Finally, the invoice is approved by the project leader. Only after this final step will the expense appear in our books. 

 
Zone Capture environment 
https://www.youtube.com/watch?v=zZNCTkqZQt4 as of 07:56 till 36:56 that includes the purchase order too 

The assigned role in NetSuite determines what information is visible and accessible. 

With the GI-TOC Accountant Local role, you will only have access to information related to either Bogotá, Geneva, Cape 
Town, or Vienna. 

In contrast, when using the GI-TOC Accountant role, all invoices are visible. Therefore, applying a filter is necessary to 
streamline the view and focus on relevant data. 

 

 
 

 
 

When the blue box process appears, it indicates that at a minimum, a vendor has been recognized. 
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When the orange "Edit" box is displayed, the vendor and purchase order need to be identified. 

 

 

 
 

Finding the vendor 
The first step is to click on the Edit Button. We are getting : 

- the invoice on the left 

- the search enviroement in the middle 

- the email on the right.  

 

Do not change the legal entity – subisdiary in case the invoice has been sent to the wrong entity. 

 
 

Within the Vendor section, please select a vendor that has already been approved. Do not create a vendor using 
the Action button unless it is an institutional vendor (e.g., utility bills, tax authorities, social charges). Please note that banking 
details cannot be added from this section and will need to be entered separately. 

 

You will need to use the Credit Multicurrency option  

 
Vendors linked to a project should have completed their profiles using the user form. The project leader should then link 
these profiles to contracts and procurement. Vendors are required to provide their banking details as well as additional 
information such as passport numbers or registration numbers. 

 

If you notice two vendors with the same name that appear to be duplicates, select one of the two, finalize the transaction, 
and then merge the profiles. 

 

Once the vendor and purchase order have been selected, you can proceed to save and process. 
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Processing an invoice 

 
 

Information on top can be updated  

 

 
At the bottom the GL account will need to be selected from the drop down list or by clicking on the two arrows 

 
Activity code needs to be updated to. Soon it will become compulsory as this is the link back to the operational budget. As a 
hint the GL account contains the activity code that will need to be selected. Further updates will tie in the GL with the 
activity code.  
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Approval from Project Leader 
Once the invoice is saved it needs to be further approved by the project leader 

 
 

 

  
 

Edit or View then the project leader will have to Approve.  

 
 

 

Historical data onto the Vendor 
Finally when you want to see the historical transactions for a specific vendor :  

To to the vendor (View mode) and click onto Actions then View all transactions 
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Creating an invoice that is overlapping several months 


