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Document Capture overview
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Automated import, electronic capture and processing of documents
Document Capture for Microsoft Dynamics Business Central / NAV is a certified add-on-module 
enabling you to electronically process your company’s incoming documents in an automated workflow.
Documents can be registered, captured, processed and archived electronically by scanning physical
documents, importing PDF-files or emails.

Document Capture is built inside Microsoft Dynamics Business Central / NAV.
By using templates and analyzing documents with optical character recognition (OCR), data from 
captured documents can be extracted from the document and further processed in Microsoft Dynamics 
Business Central / NAV.

This enables you to manage standard purchasing processes in Microsoft Dynamics Business Central / 
NAV (receipt of documents, capturing data, converting to purchase invoices) in accounts payables and 
the purchasing department with minimal manual effort. At the same time you can access the original 
electronic document with just a simple click.

Document Capture easily integrates in the existing document approval functionalities in Microsoft 
Dynamics Business Central / NAV and adds a few additional functions and options to these. The solution 
enables your employees to access and approve invoices electronically without having access to the 
original physical document. There is a full audit trail about who approved an invoice and when..
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Benefits of Document Capture

Features

With Continia Document Capture you receive purchase invoices, orders and other documents
electronically directly in Microsoft Dynamics Business Central / NAV. All documents are captured 
and processed automatically which minimizes manual effort. As documents are filed electronically, 
you can access and process them from everywhere. You can search for documents in a fully indexed 
archive.
Document Capture is an ideal first step towards a Document Management System. However, it is
explicitely no classic archiving or DMS-solution.

• Minimized manual effort due to automatical data capturing with Optical Character Recognition (OCR)
• Optimized electronic document workflows
• Highly scalable solution for increasing document volumes
• Registration of many different documents such as invoices, payment notices, shipping orders and 

many more
• Approval-workflow via client or web-portal
• Automated order matching
• Drag&Drop documents to any record
• Complete overview (fully indexed archive, full audit trails)
• Comprehensive remote functionality
• Fully integrated in Business Central

Document Information from Scanner or E-Mail Directly into Microsoft Dynamics Business Central / 
NAV
Document Capture analyzes the document layout of a scan, an existing PDF file, or email and identifies 
and captures the relevant data and information from the scanned document. All data is interpreted in a 
Microsoft Dynamics Business Central / NAV-compliant manner based on previously defined document 
templates, and transferred to the correct fields in Microsoft Dynamics Business Central / NAV.

You can easily customize the templates at any time. A simple highlighting of the respective text in the 
scanned document is sufficient and the data is automatically linked to the respective field.
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Flexible and adjustable to your individual needs
This means that the business logic can be applied to other external and internal documents at any time:

• Process payment notices to optimize the payment process
• Process shipping orders to optimize the process of receiving deliveries
• Process service reports to prepare your service invoicing
• Optimize your repair processes when recording claims
• Process receipts as part of your expense reporting, and many more

Extension XML Import
With the add-on XML Import you can also process XML documents like PEPPOL or XRechnung 
automatically with Document Capture. Just like PDF-documents, the solution automatically downloads 
XML documents from predefined inboxes or files.

The integrated connection of the Continia Delivery Network to the PEPPOL eDelivery Network allows you 
to receive supplier documents this way aswell. All of the received data can be extracted automatically 
due to the predefined structure and transferred to the correct fields in Business Central.

As XML Import is integrated with Continia Document Capture, the processes remain the same and 
documents can be previewed directly in your Business Central client, for example. The approval of 
documents also is the same as for PDF documents.
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Fully indexed digital archive
All documents are saved as PDF-files and as a preview and can be viewed in the Microsoft Dynamics 
Business Central / NAV-client or in the Document Capture Web-Portal. With just one click you can 
access the scanned original document directly from a posted purchase invoice.

All documents are fully indexed in Microsoft Dynamics Business Central / NAV. This enables you to 
perform a search not only on the automatically recognized fields but all the document data. For example, 
you can search for a specific reference-, item- or serial number and display the relevant document.

Order Matching
In the order matching process, incoming invoices are matched with existing orders. You can choose 
between matching with or without line recognition.

Order matching without line recognition:
The net amount of the invoice is matched with the amount of the order based on the prices of the order 
or with the corresponding purchase order lines that have not yet been invoiced, respectively.
In case the received items or order lines match with the permitted tolerances – taking into account the 
settings in templates – then these are matched and processed in the registration process.

Order matching with line recognition:
The process is similar to the process without line recognition. In addition, recognized lines, aswell as 
other options of the templates like purchase order number, item number, quantity or price are taken into 
account when matching with received item lines or order lines.
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Approval workflow in the client and webbrowser
Approval options:

• Limit-based
• Dual control principle
• Groups
• Workflow
• Dimensions / accounts

Document approval in Business Central / NAV
The familiar user interface makes the process for invoice approval in Microsoft Dynamics Business 
Central / NAV intuitive and simple. If an invoice needs to be approved by an employee, the employee 
receives an email with a direct link to the Microsoft Dynamics Business Central / NAV approval window.

An overview of all relevant invoice details is provided. With Document Capture, you get an overview of all
invoices pending approval, in real time. You can see which employee needs to approve the process and
Document Capture offers a number of features that can help accelerate the approval process. 
Employees can easily approve invoices using the Business Central / NAV-client or the Document 
Capture web portal – or even the mobile app.
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Approval in the webbrowser
With Document Capture, approval of documents is not only possible in the Microsoft Dynamics Business
Central / NAV-client. Users can also access data via the webbrowser. If an employee needs to approve 
an invoice, the employee receives an email with a direct link to the web portal. The invoice can be viewed 
in the portal and the employee can add notes or adjust posting lines.

Features of the Web Approval Portal

• Allocation, approval and selection of dimensions (accounts) per line item
• Restriction of account- and dimension selection and their respective approval by user or group of 

users
• Options: approve, reject, forward, put on hold
• Adding notes and other attachments at any time
• Create and use (allocation-) templates
• Simultaneous processing in Web Approval and Microsoft Dynamics Business Central / NAV-client
• Overview of all documents
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Modules & Technical Requirements

Other Continia Solutions

Continia Document Output is an add-on for the automated distribution of documents and therefore 
supports your employees in communicating with customers all over the world.

With Document Output you receive more than 20 ready-to-use email templates which can be adjusted 
with customized merge fields in the integrated state of the art HTML editor.

You can sign your PDF documents, add backgrounds or water marks in order to prevent changes after 
you sent out the document. All activities are logged so you always have full control.

Continia Expense Management simplifies the administration and accounting of expenses, per diems and
mileages directly in Microsoft Dynamics Business Central / NAV.

Your employees can submit receipts, accommodation bills, per diems and other expenses with their
smartphone in the free expense app – even offline.

The submitted expenses and attachments can be processed and approved by the bookkeeper directly in
Microsoft Dynamics Business Central / NAV.

Base Module
The Document Capture base module includes every functionality to integrate scanned documents in the
Microsoft Dynamics Business Central / NAV workflow: from automated optical character recognition 
(OCR) to approval and posting of documents and the search for processed documents in the digital 
archive. Fully integrated in the Microsoft Dynamics Business Central / NAV-client.

Web Approval
This module allows employees to approve and process documents directly in a webbrowser. With this 
module, you can allow access to the system for all employees.

Technical Requirements
The current technical requirements can be found on Continia Docs: https://docs.continia.com/en-us/.



Continia Software GmbH
Farnhornstieg 1
D-22525 Hamburg

Telephone: +49 40 877 09 400
Email: sales-dach@continia.com
Website: www.continia.com

Contact
For further information on Document Capture please contact us or your 
Microsoft Dynamics Partner.

Our partners are happy to support you in implementing and using 
Document Capture.


