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In your In your Windows Start menu under #Corporate Websites 
select: Easy Web (LP) https://documents.loyaltypartner.com

Note: If the user has not logged on automatically, log on with 
Windows Login (name and password).

The overview page will appear

1. Inbox: All invoices assigned to your
cost center and require approval

2. Go to Favorites

3. Go to Inbox – takes you back to 
starting screen

4. Advances Search (full text search)

5. Open Session in a Window (tab)

6. Logout/Exit EASY System

EASY Access and Authentification
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EASY Access and Authentification

You can use EASY with any browser you like, but if you are using Internet Explorer you will be 
asked to install "dropzone_1_8.cab".

Just click on install and this message should not reappear.

Please click only on "Install". Do not choose to install for all users as this will require local admin 
rights.

Only for Internet Explorer
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Customization2
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Customization

Your Overview Page or "Home Screen" can be adjusted by clicking on Edit.

Customize Overview Page
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Customization

1. "OK"

2. Add new parts to page

3. Reset Overview page

4. Click here to resize part

5. Drag & drop to relocate

Customize Overview Page
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You can always sort column headers to your preferences just by drag & drop

Customization
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Check and Approve Invoice3
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You will receive an email with the link to the invoice document which
needs to be checked and approved

Check and Approve Invoice
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1. Save your changes

2. Cancel your edits

3. Query – to send a question via EASY

4. Approve Invoice

5. Reject Invoice



If you want to reject an invoice, please make sure to fill the "Message" 
field.

Reject
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1. Reject Invoice

2. Message



Query4
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You have the option to send a question (Query) about an Invoice to a 
colleague via EASY

Query
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1. Enter Message

2. Choose receiver out of list

3. Click on Query to send



Once you have submitted the Query 
you can see your pending Queries in 
the folder Audit (My Queries)

In case of no response to your question, you can 
terminate the pending Query by choosing "Retrieve 
Query" (Folder "My Queries"). 
You'll be able to continue with the Invoice approval 
process – Return to your Inbox for Approval

Query
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1. Overview of your pending
Queries

2. Go to Folder Audit (My
Queries)

3. Open Invoice document

4. Go to "Retrieve Query"



Query

To answer to a Query in your Inbox just fill the "Message" field and click on Answer

Answer Query

EASY Documents 5 Introduction 16

1. Enter Message

2. Click Answer to send



Substitute5
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The Cost Center Owner receives an eMail with link to Invoice for approval. The  same invoice 
will automatically be available to the substitute in Folder Audit (Substitute) without receiving 
an e-Mail. 
Note: Invoice approval is only possible by one Approver.

Substitute
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Invoice in Inbox of Cost Center 
Owner

Same Invoice in Folder 
Audit (Substitute) of Substitute



Invoice approval by the Substitute is done by choosing "Activate substitute" afterwards the 
Approval Button is shown and approval can be given.

No more approval conflicts due to blocked invoices!

Substitute
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1. Choose "Activate Substitute" 
to "take over" the Invoice

2. In a next step the buttons for 
approval/rejection appear. You are now 
able to submit your decision by choosing 
approve or reject



If Substitute does not approve the Invoice the Cost Center Owner always has the option to 
approve the Invoice via the Inbox of  his/her folder

Substitute
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ROB = Rechnung Ohne Bezug - invoice without reference

RMB = Rechnung Mit Bezug - invoice with reference

GOB = Gutschrift Ohne Bezug – credit note without reference

GMB = Gutschrift Mit Bezug – credit note with reference 

Abbreviations
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THANK YOU!


