Vendor Payment

Receipt of Invoices with all supporting
documents at the respective locations by
the Client

4

Preparation of Summary Statement/
Tracking Sheet

4

Courier the Invoices wih relevant
supporting documents & Summary
Statement to Osource Processing Center

4

Receipt of Invoices at Osource

4

Verification of Summary Statement vis-a-
vis attached invoices & confirmation of
same to the Client

4

Entry of Invoices in Osource Web System

Y

Verification of Invoices as per Level - |
Checklist

Compliant with
Level - | Checklist
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Level — | Approval

4

Verification of Invoices as per Level - II
Checklist

Compliant with Level —
Il Checklist
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Rejected Invoices sent back to the
Client with rejection memo

Rejected Invoices sent back to the
Client with rejection memo

Level Il Approval




Vendor Payment

Email to Client Approvers (as per defined Approval
Matrix)

v

Approval/Rejection of the Invoices in Osource Web
System by Client Approvers

Rejected Invoices sent back to the
Client with a rejection memo

Approval/Rejection
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Preparation of Upload File (Text File) for Approved
Invoices

v

Upload of Approved Invoices (Text File) in the Client's
Accounting System (SAP/Oracle/Peoplesoft or any other
software)

v

Matching of Text File Count with Entries Uploaded in the
Accounting System

Verification & Upload of Mismatch

Count Tallied No—»
Entry
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Payment Processing

v
Invoices Posted in System for Payment Processing

Bank Transfer or
Cheque Payment

Cheque Print Cheques & Provide to the Cleint for

Both Modes Payment Signature

Download of Text File post Payment
Run generated from the Client's
Accounting System

Post Signature, Dispatch Cheques
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to the Vendors
v
Preparation of Bank Transfer Files & Provide to the
Upload of Payment Process Data in Client for Signature —
Osource’s Web System Update Cheque Details in
s Cheque Register

Post Signature, Dispatch to the Bank

4
»  Handover Physical Documents to the Client

A

Process Completed
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