[bookmark: billing-rfp-criteria-requirements-guide]AP automation RFP criteria & requirements guide	Comment by Todd Cabral: I aligned this top title with the format of the inside title of the Billing BRD. In the Billing BRD, we used a different title for the landing page than this inside title. To stay consistent with that approach, we can make the landing page title: Template: Business Requirements Document for AP automation & ERP systems. I just wanted to document that in case you'd like to discuss/revise.
An internal tool for evaluating automated invoice processing solutions for NetSuite
[bookmark: document-purpose]Document purpose
[bookmark: scope-of-this-document]This document helps internal teams define and document their requirements for an AP automation solution in a NetSuite environment. It outlines common use cases for invoice capture and processing, and it includes decision criteria and technical considerations that teams often miss – or don’t define clearly enough.

Scope of this document
This document includes requirements relevant to invoice capture and processing scenarios in NetSuite, including:
· Invoice intake across common document types and real-world invoice variation
· OCR and AI data extraction for header and line detail
· Field mapping to NetSuite structures, including custom fields and segments
· PO matching support and common exception scenarios tied to bill creation
· Duplicate risk controls at ingestion
· Global readiness factors such as currency, language and e-invoicing needs
· Vendor submission models that affect intake consistency
· Payment execution capabilities inside NetSuite
· Licensing and support model terms that impact long-term costs
It does not define implementation methodologies, resourcing needs or project timelines. Those considerations should be addressed separately once a preferred solution is selected.
[bookmark: intended-audience]Intended audience
· [bookmark: how-to-use-this-document]Finance and accounting leadership
· Accounts payable process owners
· IT or systems teams responsible for NetSuite administration and integrations
· Procurement or vendor management stakeholders
· External consultants supporting technology selection or implementation

How to use this document
The content is organized by AP automation capability area. Each section includes: 
· A brief overview highlighting the capability and why it matters
· Functional requirements written in plain, operational language
· Considerations that may require validation during vendor evaluation
· An open field for a vendor response
[bookmark: project-information]This document can be used as a standalone business requirements guide or incorporated into a formal RFP process. Any topics or sections that are not applicable may be deleted or left blank. Vendor names and commercial language have been deliberately excluded.

Project information
· Prepared by [Insert team or department]
· Project name [e.g. Billing Transformation, QTC Modernization]
· Date [Insert date]
· Document version [e.g. v1.0]
· Stakeholders [Enter names and titles here]
· Target implementation [e.g. Quarter and year]

[bookmark: section-1-general-requirements]Section 1: General requirements and ERP fit
An AP automation solution becomes part of your NetSuite operating model. It either keeps the work in the ERP or it pulls people and data into a second system. That choice shows up later – in IT workload, during close and in how easily you can trace what happened on every bill, often sooner than expected.

These requirements focus on keeping AP automation work anchored in NetSuite, so you spend less time maintaining integrations and more time moving invoices through.
	Ref
	Requirement
	Considerations
	Vendor response

	1.1
	Runs natively inside NetSuite and reduces integration upkeep and sync failure exposure
	When capture runs outside NetSuite, you may rely on middleware and sync jobs to keep systems aligned. That can mean extra work confirming what transferred, what failed and what still needs attention before a bill is ready in NetSuite. Confirm what integration components exist, who maintains them, how failures surface in NetSuite and what the recovery path looks like when documents or bill data do not sync cleanly.
	

	1.2
	Uses NetSuite as the system of record for capture-to-bill status
	If status lives in two places, teams can end up checking multiple screens to confirm whether an invoice was received, whether it is ready for review and whether the bill record reflects the latest corrections.

	

	1.3
	Avoids external portals for invoice capture work
	External portals can lead to portal switching and split workflows, especially when intake, correction and exception handling live outside NetSuite. Missed handoffs can follow. 

	

	1.4
	Preserves audit trail and document history on the NetSuite bill record
	When audit history is fragmented, teams may need to piece together what changed, when and by whom during close, controls testing or vendor disputes. Confirm what actions and history are written back to the NetSuite bill record. 
	

	1.5
	Aligns to NetSuite’s data structure and release cadence
	When a solution is built to support multiple ERPs, NetSuite-specific fields, segments and workflows can take extra configuration. Over time, adoption of new NetSuite functionality can lag behind NetSuite releases. Confirm how the vendor keeps its NetSuite support current and what ongoing admin effort that creates.
	

	1.6
	Connects capture-to-bill work to the broader NetSuite AP workflow
	Capture rarely lives alone. If approvals, payments, reconciliation, reporting or payroll sit in separate tools, teams can end up with split workflows and handoffs that are hard to govern. Confirm what parts of the AP lifecycle can stay in NetSuite and what requires additional systems, integrations or separate licenses.
	



[bookmark: X2a8d94432b43f7f8e06915822ce318140d66e45]Section 2: Invoice intake and document handling
Invoice intake is where automation proves itself in day-to-day operations. You need a solution that accepts what vendors send, processes long invoices reliably and avoids pushing document preparation back onto AP before a bill reaches review, because real-world files vary.

These requirements focus on throughput, predictable handling and the edge cases that quietly turn capture into repeat work.
	Ref
	Requirement
	Considerations
	Vendor response

	2.1
	Processes large, multi-page invoices
	Restrictive page limits can force manual splitting or re-uploading. That breaks the intake flow and adds repeat handling for detailed invoices with long line-item sections and supporting pages.
	

	2.2
	Supports bulk uploads and high-volume intake
	If bulk intake is constrained, teams may stagger processing during peaks, monitor queues more actively and reprocess failures that should have cleared the first time. 

	

	2.3
	Handles multi-invoice PDFs predictably
	If a PDF contains multiple invoices and the solution won’t separate them, AP ends up separating them instead. Extra handling up front. That manual step can delay bill creation when volume is high. 

	

	2.4
	Accepts common invoice file types, including PDF and image formats such as JPG/JPEG and PNG
	If vendors send scanned images or photos and the solution can’t accept them, teams may convert files outside NetSuite. That adds delay and increases the chance invoices get misrouted or dropped. If image support is limited to specific constraints such as single-page images, document those limits.
	

	2.5
	Provides end-to-end processing status from intake through capture review and bill creation 

	Status should show when a document is received, in processing, ready for review, failed with a reason and what action clears the failure – plus when a bill is created and linked. If teams cannot tell what stage a document is in, they spend time checking, following up and resubmitting. 
	

	2.6
	Flags potential duplicate invoices at ingestion, before they enter the AP workflow
	When potential duplicates are flagged late in the process or missed entirely, you fall back on manual checks or downstream controls. That increases payment risk, manual investigation and extra cleanup later when teams have to unwind duplicates and fix bills that should not have been created.
	

	2.7
	Stores captured invoice documents in NetSuite and links them to the bill record
	If documents are stored outside NetSuite, your team can end up retrieving files from a second system during audits and vendor disputes. Confirm where the invoice image and supporting files are stored and how users access them from the NetSuite transaction.
	

	2.8
	Supports low-touch bill creation for repeatable invoice formats
	If repeat invoices still require the same review and cleanup, you keep paying the manual tax on predictable work. Confirm what qualifies for low-touch processing, what validation runs before bill creation and what triggers an exception.
	



[bookmark: section-3-usagebased-and-complex-billing]Section 3: OCR and AI extraction quality
The value of AP automation starts with what gets extracted and how reliably it holds up across real invoice variation. When extraction is inconsistent, AP work shifts from review to re-entry, and the same cleanup repeats every month. Accuracy that improves over time matters, especially for recurring vendors.
	Ref
	Requirement
	Considerations
	Vendor response

	3.1
	Uses OCR plus AI that learns from corrections and vendor patterns over time
	If accuracy does not meaningfully improve, teams keep correcting the same vendors, fields and line items month after month. That shows up as repeated manual review, delayed processing and less confidence in what reaches the bill record. 

	

	3.2
	Reliably captures core invoice details such as vendor identity and amounts across recurring formats
	When vendor names are misread or key values are extracted inconsistently, AP has to intervene on routine invoices that should be low-touch. That rework can also create downstream confusion when bills are created with the wrong vendor or incorrect values that need correction. 
	

	3.3
	Validates extracted values against NetSuite lists and rules before bill creation
	Confirm how validation works for inactive vendors, mandatory fields, closed periods, invalid segments and subsidiary-specific restrictions and what the system does when a value fails validation. If validation is weak, bad values slip into bills and create cleanup work at close.
	



[bookmark: X62529d50c32a1168c181fa30b936e2830bc549b]Section 4: Field mapping and NetSuite data structure support
AP automation has to go beyond simply reading a PDF. It also has to populate the NetSuite fields your finance team relies on for coding, reporting and downstream workflows. If mapping is limited or brittle, automation shifts into manual field completion and cleanup, especially when custom fields and segments drive how your organization operates.
	Ref
	Requirement
	Considerations
	Vendor response

	4.1
	Supports full custom field mapping at both header and line levels, including custom segments
	Many NetSuite environments rely on custom fields for departments, locations, classes and segments plus project, job or reference codes. When those fields are not populated during ingestion, AP teams manually enter them on every invoice, which reduces the practical value of capture automation.
	

	4.2
	Simplifies configuration for field extraction and mapping
	When configuration requires heavy technical effort, changes to fields, formats or vendor layouts take longer and can create ongoing dependency on administrators or services, especially when those requirements shift midstream. 
	

	4.3
	Learns preferred mappings over time to reduce repeat corrections for recurring vendors
	If mappings don’t improve with use, your team will have to keep re-applying the same corrections on invoices for everything from preferred accounts and departments to locations, classes and segments.
	

	4.4
	Assigns the correct NetSuite subsidiary early and applies subsidiary rules through bill creation
	In multi-subsidiary environments, the subsidiary drives what values are valid and who can see the work. If subsidiary assignment is late or handled outside NetSuite, you can get mis-coded bills, failed validations or the wrong users seeing transactions – and you often find it during close.
	



[bookmark: section-5-revenue-recognition]Section 5: PO matching and exception handling
In a NetSuite environment, matching is where AP automation proves it can handle real purchasing scenarios. Basic matching may work for simple POs, then complexity shows up – multi-line POs, multiple locations or departments, staged deliveries, partial receipts, overages, discounts and negative lines.

These requirements focus on keeping matching accurate and predictable, so valid bills don’t get trapped in exceptions.
	Ref
	Requirement
	Considerations
	Vendor response

	5.1
	Supports line-level 2-way and 3-way PO matching
	If matching is limited or header-level only, bills tied to multi-line POs often end up as exceptions. That pushes you into manual reconciliation and exception cleanup, especially when line detail drives coding or downstream routing.
	

	5.2
	Handles partial receipts and staged deliveries without frequent false match failures
	Partial receipts are common in NetSuite. A vendor can bill before all item receipts are posted or bill across multiple shipments. If matching logic treats those timing gaps as hard failures, valid bills get trapped in exceptions. Your team ends up clearing them through manual review. Your list of workarounds grows.
	

	5.3
	Supports configurable tolerance rules for matching
	Without tolerance rules, small variances can generate exceptions that require manual handling. That work adds up fast – especially when vendors bill in stages or ship items across multiple deliveries.
	

	5.4
	Handles complex PO scenarios such as multi-line POs and multi-department or multi-location purchasing
	Real POs aren’t always clean. Lines can map to different departments, locations or subsidiaries and invoices do not always mirror the PO structure line for line. If matching can’t handle those realities, AP ends up splitting bills, adjusting coding by hand, overriding exceptions to move work forward.
	

	5.5
	Handles common edge cases that trigger match failures, including overages, discounts and negative lines
	If overages, discounts or negative lines frequently break matching, you spend time resolving exceptions that are valid in context. That can delay bill posting and create catch-up work at close. 
	



[bookmark: X64660865f4cf52238a670c90abaa3fb6a48e322]Section 6: Global readiness and compliance
When your AP automation software lacks the right currency, language, regional coverage or compliance features, your team will spend unnecessary time reviewing and correcting invoices after ingestion. That increases exception handling and creates catch-up work at close.

	Ref
	Requirement
	Considerations
	Vendor response

	6.1
	Supports multi-currency invoice processing that aligns with your NetSuite configuration
	When currency handling is limited, invoices can require extra review or correction after ingestion. That creates inconsistent processing across entities and adds cleanup work during close.
	

	6.2
	Supports multi-language invoice processing
	If language coverage is constrained, AP teams can become the translation layer. Interpreting fields, correcting supplier details and rekeying values that should have been captured automatically.
	

	6.3
	Supports regional processing without requiring additional NetSuite module dependencies
	When international processing depends on a specific module, you can be blocked by your own NetSuite configuration. That risk grows as your footprint expands into regions with different tax and compliance approaches.
	

	6.4
	Supports structured e-invoicing without extensive added setup or third-party add-ons
	When e-invoicing requires extra products and configuration, standardization gets harder. More systems to manage and more exceptions to unwind when requirements change. Confirm which countries are covered, which formats are supported and how configuration updates work as rules evolve.
	



[bookmark: section-7-futureproofing]Section 7: Vendor onboarding and collaboration
Vendor collaboration shapes what lands in NetSuite. When submission is scattered across email threads and ad hoc uploads, intake becomes harder to standardize and easier to miss, even when OCR and extraction are strong.

These requirements focus on making the submission process consistent, so you spend less time chasing invoices and more time processing them.
	Ref
	Requirement
	Considerations
	Vendor response

	7.1
	Supports vendor self-service onboarding with required submission details
	When vendors can’t self-serve, AP becomes the coordinator for onboarding and follow-up. More touch points, more manual tracking and slower intake at scale. Confirm whether the submission model supports collecting and maintaining vendor details such as remit-to addresses, payment preferences, banking details, tax forms and supporting documentation as part of onboarding.
	

	7.2
	Provides a vendor portal for invoice submission
	Without a portal, invoice submission often stays trapped in email. That drives back-and-forth, missing details and extra follow-up before a bill is ready for coding and processing.
	

	7.3
	Supports vendor setup and update workflows that reduce intake delays
	If vendor setup stays manual, onboarding becomes a queue and invoice processing slows while your team collects missing details. Confirm what vendor data can be submitted or updated through the intake workflow, what approvals apply and what change history is recorded.
	




Section 8: Vendor payments in NetSuite
Some AP automation platforms extend beyond capture-to-bill and into payment execution. If you want one operating model for AP, payment execution should live where the bill lives – in NetSuite – with clear visibility into what was paid, when and in what currency.
These requirements focus on keeping payment execution, FX visibility and payment history anchored in NetSuite so teams can move from invoice to payment without switching systems.
	Ref
	Requirement
	Considerations
	Vendor response

	8.1
	Executes vendor payments directly inside NetSuite
	If payment execution happens outside NetSuite, teams can end up generating payment files, uploading to a bank portal and confirming status in a second system. Confirm whether you can approve vendor bills, schedule payments and process payments in one place. 
	

	8.2
	Supports domestic and cross-border vendor payments with broad country and currency coverage
	Some vendors claim global coverage – but actual support varies in practice. Confirm supported countries and territories, supported currencies and any corridor or payment-type limitations. If coverage differs by entity or region, document where exceptions will require a separate process.
	

	8.3
	Provides FX rate visibility at the point of payment execution
	Confirm how FX rates are shown before payment approval, when the rate is locked and what the payer sees when a rate changes between scheduling and execution.
	

	8.4
	Records payment activity in NetSuite for traceability
	Visibility should not depend on syncing from a separate payment system. Confirm what approval history and payment details are recorded in NetSuite and where they appear on the transaction record. If settlement or payment confirmation is referenced, confirm what details are written back to NetSuite and where they appear for close review.
	

	8.5
	Supports required payment methods per vendor and region, including ACH and wire
	Global payments can still mean limited payment methods or limited local clearing coverage. If key payment types are missing, you end up running two payment processes. Confirm supported payment methods by country and currency and confirm any destination restrictions that change what you can send.
	

	8.6
	Clarifies how FX conversion and settlement are handled for cross-border payments
	Confirm how settlement amounts are calculated, what gets recorded back on the NetSuite payment and bill records after settlement and how fees or spreads are represented in NetSuite reporting.
	



Section 9: Solution pricing and scaling economics
A solution’s pricing model affects whether AP automation remains worth it as your invoice volume and complexity grow. You want a pricing structure you can explain, budget for and live with when the business changes – not one that shifts cost into add-ons, new tiers or long commitments.
	Ref
	Requirement
	Considerations
	Vendor response

	9.1
	Uses a clear billing unit for bill capture volume and defines what counts
	Define the billing unit in plain terms, such as per invoice, per PDF scan, per page or per month. If different document types are counted differently, or if add-ons change the definition, you can’t forecast spend reliably or compare options on an apples-to-apples basis.
	

	9.2
	Discloses total cost components with clear inclusions and exclusions
	Pricing can include platform fees, implementation fees, services and add-ons. If those pieces are unclear, you cannot compare total cost of ownership or set expectations internally.
	

	9.3
	Makes entity and subsidiary cost drivers explicit
	Multi-entity NetSuite environments can change cost quickly when fees apply per entity or per business unit. Clarity up front prevents surprises as you expand.
	

	9.4
	Clarifies term commitments, tier rules and what triggers pricing changes
	Commitments and thresholds shape flexibility later. If the model changes when volume shifts, invoice mix changes or subsidiaries are added, you want those rules documented before rollout.
	

	9.5
	Clarifies external collaborator access rules and related pricing definitions
	Pricing can hinge on how external users are defined. If limits are tier-based or definitions are vague, costs can jump as vendor participation grows. Confirm how external access is defined, what happens when you exceed limits and whether read-only access is treated differently.
	

	9.6
	Discloses support model terms, included hours and rollover rules
	If support is packaged as monthly hours or tiered entitlements, confirm what is included, what triggers overages, whether unused hours roll and response expectations for intake failures and processing issues during peak volume.
	



[bookmark: appendix]Appendix
Use this space to add any organization‑specific scenarios, exceptions or measurement criteria that vendors should address in their responses.
