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1. Introduction 

Invoice management software is a specialized tool designed to automate and 

streamline the process of handling invoices within an organization. It manages the 

entire lifecycle of an invoice, from receipt to payment, by digitizing and automating 

various tasks. 

2. Objectives 
The primary objectives of implementing invoice management software are: 

• To automate and streamline invoice processing 

• To reduce manual errors and processing time 

• To improve visibility into financial operations 

• To enhance supplier relationships through timely payments 



• To ensure compliance with financial regulations and internal policies 

3. Technical Requirements 

3.1 Deployment Options 

• Offer cloud-based (SaaS) and/or on-premise deployment options 

• Provide details on hosting, data centers, and backup procedures 

3.2 Scalability 

• Support processing of high volume of invoices 

• Ability to scale with business growth 

3.3 Performance 

• Specify system response times and processing speeds 

• Provide details on system uptime and availability 

3.4 Data Migration 

• Offer tools and services for migrating existing invoice data 

• Support importing historical data from legacy systems 

3.5 Compliance and Standards 

• Adhere to relevant financial regulations and standards (e.g., GAAP, IFRS) 

• Provide features for maintaining audit trails and supporting financial audits 

4. Functional Requirements 

4.1 Intelligent Data Capture and Extraction 

Tip: The data capture module serves as the entry point for all invoice 

processing. Accuracy in OCR and data extraction directly impacts downstream 

processing efficiency and error rates. Consider vendors' accuracy rates, 

supported input formats, and ability to learn from corrections. Key metrics 

should include recognition accuracy, processing speed, and format flexibility. 

Requirement Sub-Requirement Y/N Notes 

Intelligent Data 
Capture 

Automatically capture and digitize invoices from 
various sources (email, scanned documents, etc.) 

  



 Extract relevant data such as supplier names, 
invoice numbers, amounts due, and PO numbers 

  

 Support OCR (Optical Character Recognition) 
technology for accurate data extraction 

  

 Handle multiple invoice formats and layouts   

4.2 Invoice Processing and Workflow Management 

Tip: Workflow management capabilities determine how effectively invoices 

move through your organization. Look for systems that offer both out-of-the-

box workflows and custom configuration options. Consider how the system 

handles exceptions, approval hierarchies, and delegation rules. 

Requirement Sub-Requirement Y/N Notes 

Workflow 
Management 

Provide customizable approval workflows   

 Route invoices to appropriate departments or 
managers for approval 

  

 Allow for invoice consolidation or splitting as 
needed 

  

 Flag invoices for further research when 
necessary 

  

 Support multi-level approval processes   

4.3 Purchase Order Matching 

Tip: Three-way matching is crucial for maintaining financial control and 

preventing duplicate or fraudulent payments. Evaluate the system's ability to 

handle complex matching scenarios, partial deliveries, and price variances. 

The automation level of exception handling is particularly important for 

efficiency. 

Requirement Sub-Requirement Y/N Notes 



PO Matching Match invoices with corresponding purchase orders 
and sales orders 

  

 Automatically reconcile invoices with POs to identify 
discrepancies 

  

 Flag fraudulent invoices or incorrect pricing   

 Support three-way matching (PO, receipt, and invoice)   

4.4 Payment Processing and Tracking 

Tip: Payment processing capabilities should support multiple payment 

methods and currencies while maintaining strict control over cash flow. 

Consider the system's ability to handle complex payment scenarios, including 

partial payments and payment batching. Integration with banking systems is 

crucial. 

Requirement Sub-Requirement Y/N Notes 

Payment 
Processing 

Sync with company accounts to facilitate 
electronic payments 

  

 Support multiple payment methods (e.g., credit 
cards, online platforms) 

  

 Handle multiple currencies and languages   

 Track different types of payments, including 
deposits and partial payments 

  

 Apply multiple payments to one invoice or one 
payment to multiple invoices 

  

 Monitor due dates and late payments for AR and 
AP invoices 

  

4.5 Document Storage and Retrieval 

Tip: Document storage solutions should balance accessibility with security 

while meeting compliance requirements. Consider factors like storage 

capacity, retrieval speed, and retention policy management. The system should 



support both short-term operational needs and long-term archival 

requirements. 

Requirement Sub-Requirement Y/N Notes 

Document 
Storage 

Store invoice files along with approval and 
payment history 

  

 Provide easy access to stored documents for audits 
and compliance 

  

 Offer cloud-based or on-premise storage options   

 Ensure secure, long-term archiving of invoice data   

4.6 Reporting and Analytics 

Tip: Robust reporting capabilities provide visibility into process performance 

and financial status. Look for systems offering both standard reports and 

customizable analytics. Real-time dashboards and drill-down capabilities are 

essential for effective financial management. 

Requirement Sub-Requirement Y/N Notes 

Reporting Generate financial reports and analytics   

 Track outstanding invoices and monitor due dates   

 Provide insights into payment cycles and late 
payments 

  

 Offer customizable reporting options for various 
stakeholders 

  

 Support real-time dashboard views of key metrics   

4.7 Integration Capabilities 

Tip: Integration capabilities determine how well the system will work with 

your existing technology stack. Evaluate both standard connectors and API 

flexibility. Consider future integration needs and the vendor's track record 

with similar integrations. 



Requirement Sub-Requirement Y/N Notes 

Integration Integrate with other financial systems (e.g., ERP, 
accounting software) 

  

 Pull invoices from other software systems   

 Provide API access for custom integrations   

 Support integration with procurement and billing 
software 

  

4.8 Mobile Accessibility 

Tip: Mobile capabilities are increasingly important for maintaining process 

efficiency, especially for approvals and payment authorizations. Consider the 

user experience on different devices and the security measures for mobile 

access. 

Requirement Sub-Requirement Y/N Notes 

Mobile 
Access 

Offer a mobile application for remote viewing and 
approval of invoices 

  

 Enable managers to review and approve payments on-
the-go 

  

 Support mobile document capture and upload   

4.9 Security and Access Control 

Tip: Security features must protect sensitive financial data while enabling 

appropriate access. Consider compliance requirements, audit capabilities, and 

the granularity of access controls. Data encryption and audit trails are 

essential components. 

Requirement Sub-Requirement Y/N Notes 

Security Implement robust security measures to protect 
sensitive financial data 

  

 Provide customizable user access controls   
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