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The topics above are indicative only. Some terms and configurations may be slightly different from 
those used in your organisation due to customization.
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1. For testing, send email to apinvoicedemo@d365csp.com
1. When fully setup for production rollout this will be to individual mailboxes for each entity

Note: Each invoice will create a new line in AP Invoices > Pending Invoices. Recommendation is to send one 
invoice per email – may require communication/change with suppliers.
Format supported: .pdf , .jpg, .png
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1. Go to AP Automation

2. Go to AP Invoices

3. Pending Invoices 

4. Click on the AP Invoice you 
want to process
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At this stage, we will need to check all the details read by OCR and make sure all details are correct
• Customer should be set based on mailbox received
• Make sure vendor name is correct will be set if possible by tax ID (search using tax ID or Name)
• Check Vendor tax ID is correct
• Create Invoice Line Items
• Review Invoice Total
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1. If Vendor name is incorrect (delete) or missing then map the vendor to text
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Duplicate detection has been enabled, so if the same vendor invoice no is found with same vendor, 
the system gives message, purchase invoice already exists
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1. Select map text to 
account 

2. Map the description to 
item or G/L account as 
per requirement

3. Go back
4. Click on Find Mapping 
5. All lines will be 

mapped and when the 
similar invoice is 
received it will 
automatically map the 
data
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Create Purchase Invoice

1. Check all mappings are correct
2. Click on Match & Create Purch. 

Inv.
3. This will create a purchase 

invoice in Business Central
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Accountant can verify 
the invoice under 
purchase invoice and 
follow standard 
business process
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