Quick Start Guide

Self Service Spend Analysis on RAPid®

Get Started with RAPid” Spend Analysis Self-Service
Step 1. Open the upload app and populate the invoice data template

Open the ‘Data Uploader’ app

Cleanse and Enrich Analyse Visualise Apps New Folder <

A Home | Integrate

$ @ @ ©

RAPId Drive Self Service Help

Settings Data Uploader

If you haven’t uploaded data before, the upload wizard will open automatically.

Otherwise, press ‘Upload data’

<+ Upload data

Download the Self-service template by clicking the “Download” hyperlink

Description Enter a description

CSVitoupload  Select afile o

Download and populate the invoice data template

Date format dd/mmdyyyy
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Populate the template with your source data, and save it.

A B C
1 |InvoicevoucherNumber (Required) InvoicevoucherLineNumber (Required) InvoiceEntryDate (Required)
2 100768 1 09/04/2014
3 100768 2 09/04/2014
4 100768 3| 10/04/2014)
5 100768 4 10/04/2014

6

Step 2. Upload your data to RAPid®

Back in the Data Uploader, give your data a descriptive name and click on the browse
RAPid Drive icon.

Description My Data

.CS¥toupload  Selectafile ﬂ%

Download and populate the invoice déta template

Date format ddfmmivyy v
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Click the @, and browse to your completed template.

Select CSY File

—— - DEER08 8
v GCL Comp y

] Templates |

SelfServiceTemplat...

Select the file you added and click ‘Select’.

Select CSY File x

2R 85 OEE O Q B [ G

v /% GCL Company ,_
| -

\ Templates

SelfServiceTemplat. ..

Cancel

Click ‘Next’. Your data will start uploading.
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Choose Data to Upload

(1) Choose data to upload

Upload In Progress

Updated Currencies

© CSV Validated

© Dimensions Synchronised
© Facts Synchronised

© Updated Currencies

© Vendor D:

Step 3. Start Analysing

Click the ‘analyse your spend data’ link, to take you back to the RAPid® homepage.

Choose Data to Upload

(1) Choose data to upload 2

Upload Completed Completed

O —
© CSV Vaiidated

© Dimensions Synchronised

© Facts Synchronised

© Updated Currencles

© Vendor Data Synchronised

© Spend Packages Created

© Spend Analysis Dashboard Refreshed

Your data upload IS complete. YOU may now analyse your spend data,

Choose an app and start exploring your data! We recommend the ‘Spend Analysis
Dashboard’ as a good place to start.
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Analyse

‘ #& Home | Integrate  Cleanse and Enrich

-

$ © 0 6

Settings Advanced Spend By

RAPid Drive

©O O

Tagging Audit Trail  Vendor Information

Advanced Contract
Transactions Management

® O

Self Service Help

Itern Classification Spend Analysis

Dashhoard
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