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Introduction

ExFlow Business Central is a binilAP and invoice process automation module for Dynamics 365
Business Central.

ExFlow automates and enhances the ¢aekndinvoice process: from scanning and data capture,
through data import and validation, preoding, invoice matching, approval workflow and final
posting to archiving and followyp.

With ExFlow, Accounts Payable get full control and transparency of theénprcess.

ExFlow is buiinto Dynamics 365 Business Central, AP staff continue to work in their familiar
Business Central environment with entry and invoice processing.

Endusers do not need to work in Business Central to approve invoices. Appralleeceive an

email with Purchase Invoices awaiting their approval. In this email, approvers can see relevant
Purchase Invoice details such as the Invoice number. Invoices that are close to or past their due date
are highlighted in the nail. The email Vit also contain a link for the approver to log in to a web

based approval interface, where all Purchase Invoices involving that approver can be retrieved and
viewed.

Approvers see all the invoice details as well as an image of the ofligiaéde. ExFlow suggests

optimal accounting codes, depending on the setup. If an approver has the appropriate permissions,
he/she can also change GL Account, Dimensions, and even split line amount across multiple lines.
When a user approves an invoiceaittomatically moves on to the next person or group in the
selected Approval flow.

At alltimes, admins have full control of the invoice process and can cancel or change the approval
flow. Search abilities and statistics provide historic views and analygis Approval flow processes
and handling.

This User Manual will provide accounts payable staff and admin users with information about how to
set up and use ExFlow functionality. This manual assumes that ExFlow is ifatallbdsic settings
have be@a made before using this.

For specific questions, please contact ExFlow supiori
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INVOICE
MATCHING
DATA CAPTURE VALIDATION POSTING ANALYTICS
APPROVAL
WORKFLOW

1. Scanning and data captureExFlow support all types of invoices including paper, pdf and
other electronic formats. Incoming paper invoices are scanned and imported into an
electronic workflow using ReadSdétr a similar OCRolution) Electronic invaies are
imported directly into ExFlow.

2. Data import and validation+ Invoice information is interpreted down to line level. Data such
as supplier, quantity, item number, and unit price are captured using OCR and validated.
Missing data can be adjusted ordetl manually.

3. Precoding- ExFlow provides intuitive preoding of all incoming invoices, streamlining the
process and minimizing manual labor.

4. Invoice matching ExFlow can use the captured data to match a purchase order invoice to
available purchase ordg, contracts and/or goods receipts to determine how the invoice
should be processed. ExFlow supports standard Dynanvies/3natching.

5. Approval workflow- For expense invoices or if a purchase order invoice does not match or
discrepancies are identified,is sent for approval. The workflow is suggested based on pre
definedTemplate Rles. These rules can be based on supplier, accounts, dimensions, amount
limits, etc. ExFlow also supports position hierarchies. For invoices needing approval,
approvers arenotified through email to ensure rapid turnaround.

6. Final posting and archivingApproved invoices are automatically posted into the general
ledger before they are archived. AP staff always have a clear overview of all invoices in the
invoice process. Adny time, any invoice can be accessed directly from the Dynamics 365
Business Central workspace.

7. Insights and analytics At any time AP staff have a clear overview of all invaicéise
invoice process. They can also access historic data for eneige from their Dynamics 365
Business Central workspace. All data is processed imeaknsuring that financial reports
always have correct figures.
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ExFlowdser Information
To be able tdog in to ExFlow WediExFlow Useemneed tobe created.
Adding a new user will automatically create an Approval Group with the same name.

Besides manually adding new users it is possible for damaitors to add users from AD (Active

Directory) and ImporExFlowJsers from Excet. 2 aNMIY LBNRY 9EOSt ¢ dza$S G K
spreadsheetlt is provided by SignUp.

Add aNew User
Path:Departments/ExFlow/Setup/Users/ExFlow User Setup

User ID Do not mix users with domain (e.g. SignUp/lars) and users without domain (e.gndars}.
If ExFlow User is Admin User Id needs to be the samasisedB<entral User Id.

User NameAdd Approvers full name

Superior:Yesfor Administratorworking with ExFlow in NAV/Busess CentraNo if ExFlow User is
only Approve on ExFlow Web.

Email addressEmail addres&xFlow will use for communicatiavith approversi.e. remindersif
approver have documents to approve.

Web User RighLevel All ExFlow Users need a Web User Right lfev&xFlow Web
Note that it ispossible to make changes in ExFlow Permission Setup.

1 User:Approver carApprove,Reject,or set a documenOn Hold.Access only to documents
where uselisincluded in approval flonNo changesin codingis allowed.
1 Power UserSamepermission as User
Addand Forward to otheApprovet
Addingor changngin coding is allowede. G/L Account or Dimensians
1 Super UserSame permission as Power User
See all approveddocumentsin ExFlow History.
1 Admin: Same permission as Super User
But can also do some changes forMgtiproversn ExFlow Web.

Coding Rulelf anApprover should be able to do changescodingon documentine in ExFlow Web,
ExFlow User Coding Rules can be used to decide/restrict what values he/she ca\8edppiovers
needa Coding Rule.

Dimension FilterWill extend the Approvers Permission to see History in Search on ExFlow Web.
Approver will be able to see all documents with this dimension value included.

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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Related PurchaseCode:Add Purchaser to senegeminder ifPurchase Receipts is missifidis also
requires ExFlow Email Setup.

Blocked:If Approver is blocket wSI R Y2 NB dzyRSNJ a! LRDIR GSNJ £ S| Ay 3

PreviouslyReplacedoy User:If Approver is blocked. Read more undet LILINE @S NJ f S+ @Ay 3
Compan® Q

Check max approval amount (wek): LISOA FAS&4 AT 9ECt2¢ aKz2dxZ R OKSO]
I LILINBR @ f ¢ 2N y2i

Max Amount for final Approval (Web)Thisis the total amounExFlow UsetanApprove.Only for
safety whenadding an Approver in Template Rule by mistake

i Edit - ExFlow Users - [ o [T
- HOME o
[ Block/Unblock User
D BEX & & & TS [ T
i *  |&]Create Approval Groups «©
Mew GetAD  Import View Delete Add  Approval Show Userin All - View Show as Notes  Links Refresh Clear  Find
user  from Excel List Replacer  Group Companies  Blocked Chart Filter
ExFlow Users ~ Type to filter (F3) User ID MEIIRY
Filter: CC
User ID User Name Sup... E-mail Web User Coding Rule  Coding Rule Name Dimension  Related All-... Lo
Rights Level D Filters Purchaser.. Acc.. Ce
L Cecilia Cederbaum [] cecilia@signupse Power User w 7 All Users 0
Super User
Power User
User
Admin
< n >
Screenshot ExFlow Users
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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Add aReplacerDuring VacationTime
Path:Departments/ExFlow/Setup/Users/ExFlow User Setup

When a user is absent or on holiday a replacer can be assigned who can taffgiedocuments.
ClickéAdd Replacer

e ® ¥ Block/Unhblock User
F 2 g [2=] e 1
* | &]Create Approval Groups
Add  Approval Show Userin All - View

Replacer Group Companies  Blocked

Screenshot ExFlow Users Replace Icons

{StSOG GKS dzaSNJ GKIG A& G2 0SS NBLI I Oubercarybe i K S
replaced in a single company or all companiResmember to always set a start and end date.

Go ta Home-->Process-> Add Replacefln ribbon)

Whenall information is filled irtomplete byclick Home--> Process-> Add Replacefin ribbon)

Edit - ExFlow Replacers — o [
- HOME SignUp Software AB - ExFlowBC ... 9
o® a
X g m it
Delete Add Refresh  Find
Replacer
All Companies: Replacer.  |FF v
Company: ¥ StartDate: |2020-01-13 v
Approver. cc v End Date: | EIUURVE] v
Company Approval Replacer Name Starting Date  Ending Date
Name Group
SignUp Software .. CC FF Filippa von Fersen 2020-01-13 2020-02-14
SignUp Software .. LAGER FF Filippa von Fersen 2020-01-13 2020-02-14
SignUp Software ... CC FF Filippa von Fersen 2020-01-13 2020-02-14
SignUp Software ... LAGER FF Filippa von Fersen 2020-01-13 2020-02-14

Screenshot ExFlow Replacer

Thereplaced usecan still approve even if there is a replacer in place. Both can approve. Both will
receive emaihotifications.

| Edit - ExFlow Approval Group Card - CC -8 -
- HOME NAVIGATE SignUp Software AB - ExFlowBC_365 _SE .. 0
@ D 7 Y 2 Goto
] New s L x 4 Previous
View Notes  Links Refresh Clear
X Delete Filter P Next
CcC
General S
Code: Auto Approve Comment:
Name: |(eu|.a Cederbaum ‘ Replacement type v
Blocked: O Escalation
Exclude from the web's user list: [] Manager: v|
Auto Approve: [} Days before escalation: 0|
Approval Groups Line ~
Line - # Find  Filter Clear Filter
Approver Name Starting Date  Ending Date
cc Cecilia Cederbaum
FF Filippa von Fersen 2020-01-13 2020-02-14

Screenshot ExFlow Approvabroup Card
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Approver Leaving the @npany
Path:Departments/ExFlow/Setup/Users/ExFlow User Setup

Select the user that is leaving.
Go ta Home--> Process-> Block/Unblock Use(ln ribbon)

2 ® X Block/Unblock User
g 25 o !
L4 v L-E-:]Create Approval Groups
Add  Approval Show Userin All - View
Replacer Group Companies  Blocked

ScreenshotExFlow Users Replace Icons

When blocking the user, add a replacer in the field. This updates the documents in the approval

workflows.

{ St SO0 (GKS OKSO102E awSLXIFOS 1 Aai2NRé (2 3IAOBS (K
documents.

{ St SOG GKS awSLXIOS ¢SYLIXIGS yR / 2RAYy3 wdz Sa¢
existing rules. Or create/change in templates and rules manually according to the situation.

ExFlow Block User - BB - =[]
- HOME Q
D D Y 2 Goto
Q @ x
View Motes  Links Refresh Clear
Filter
BB
Block User: A
|Rep|aca blocked User BB with User Replace History: O
|| vl Replace Template and Coding Rules:  []

Screenshot ExFlowBlock User

To see Blocked users in ExFlow User List,
Click Home--> Process->View Blocked(In ribbon)to clear filter
.t 201 SR KandRepl&& i6 showing.] SR

Blocked Previously Replaced
by User
FF

Screenshot ExFlow Blocked Users in User Setup List
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Approver Who Left theCompany, Returns
Path:Departments/ExFlow/Setup/Users/ExFlow User Setup

To reinitiate an approver who has been blocked
Click Home--> Process-> View Blocked|n ribbon)to show all users
Select andClick Home--> Process-> Block/Unblock Usefin ribbon)

e ® ¥ Block/Unblock User
2 [V !
v @Create Approval Groups
Add  Approval Show Userin All View

Replacer Group Companies  Blocked

Screenshot ExFlow Users Replace Icons

ClickaYeg on the question Unblock.

Microsaft Dynamics 365 ... -

9 Unblock ExFlow user BB?

| Yes | | Mo

Screenshot ExFlow Block Users

The returned user must nomanuallybe added in TempleRules and Coding Rulegain¥ awSLJ | OS
¢SYLX I GS |y Rwas iédwlyed Blockinh theiuser.
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ExFlow Approval Group
Path:Departments/ExFlow/Setup/Users/ExFlow Approval Groups

Create aNew ApprovalGroup

As mentioned in New User, Approval Groups are creatgédmatically when a new user is created.
Personal groups should not be modified (except from adding replacers). In addition, it is possible to
set up logical groups, like Purchase Dept or IT Dept Approval groups with omeeousears.

Only oneuserin this groupcan approve, but all usersill receive and can find the document in
folder Recent on ExFlow Web.

il Edit - ExFlow Approval Group Card - IT - o[
- HOME  NAVIGATE Q
-~ 2 Goto
(& A & %
] New d Previous
View Notes  Links Refresh Clear
> Delete Filter P Next
IT
General &
Blocked: O Escalation
Exclude from the web's user list: ] Manager: |:|
Auto Approve: | Days before escalation: |:|
Approval Groups Line ~
Line - % Find  Filter Clear Filter
Approver Name Starting Date  Ending Date
Al v Anders Andersson
BB Bertil Boo

Screenshot ExFlow Approval Group

An Approval group require at least one user unless the group is used as a replacement for the
Dimension Owner functionality.

Microsoft Dynamics 365 Business Central -

e Warning! There are no user group lines, is that correct?

ScreenshotExFlow N User Grape Lines
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ExFlow Template Rule
Path:Departments/ExFlow/Setup/Users/ExFlow Template Rules

Create aNew Template Rule
To automate/simplify the selection of approvers the ExFl@mplate rules can be used.

The Template rules are used based on the filters assigned. The more filters that are assigned, the
higher priority the Template rule will have. All assigned filters must match the data dbthenent

if the Template rule shodlbe selected automatically.

The Template rule can have filters so that it is used only when a certain combination of dimension
values, Job, Vendor, G/L Accoelt.is used. The rule adds an approval flow.

A template rule has one or more Approabups.ApprovalGroups are added on the Template Rule
Lines.

Click:Home-->New-->New (In ribbon)and create the rule.

F New - ExFlow Template Rule Card |- | =[]
- HOME ~ MAVIGATE Q
Ij Y 3 Goto
Q ] New x
View Clear
Filter
ExFlow Template Rule Card
General P
Code: [%] | Disabled:
| e —
Rule for: ‘ v| Use Total Invoice Amount:
Rule for Invsices: [a W] Cheng=dBy ‘ |
Change Date: |
Filters &
Dimension Code 1 First Approver
Active: O Active: O
Dimension Code 1: ‘ v| First Approver Filter: ‘ v|
Dimension Value 1 Filter: ‘ v| Vendor
Dimension Code 2 Active: O
Active: | Vendor Filter: ‘ v
Dimension Code 2: ‘ v|
Dimension Value 2 Filter: ‘ v|
Additional Filters -~
Line Type Job
Active: O Active: O
Line Type: ‘ v| lob Filter: ‘ v|
Line Type Filter: ‘ v | Person Responsible
Purchaser Active: O
Active: OJ Person Responsible Filter: ‘ v |
Purchaser Filter: ‘ v | Vendor Posting Group
Active: O
Vendor Posting Group Filter: ‘ v|
Template Rule Lines A

@ Find  Filter Clear Filter

Approver Mame Over Amount Mot Over
Group Amount
0 0

Screenshot ExFlow Teplate RuleCard
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Add as many Approval Groups as needed for the Template With the four eyesprinciple (two
approvers)add at least two groups. Witlhe sixeyes principle (three approversgdd at least three

groups.

If it is required that at least 2 users approve tfmcumentling, then a setting like below could be

used:
Approval Goup 1 Over Amount0
Approval Group 2 Over Amount0

Not Over Amount0
Not Over Amount0

If one approval group always approves and the second user only approves an amount 00€r 10

then a setting like below could be used.

Approval Group 1 Over Amount0
Approval Group 2 Over Amount 10000

Not Over Amount 0
Not Over Amount0

If one approval group always approves and the secondigsgpending on the amouratf 10 000,
then a setting like below could be usebproval Grouwill then only approve documentsvith
amountup till 9 999,99and Approval Group om 10000 or more

Approval Group 1 Over Amount0
Approval Group 2 Over Amount0
Approval Grou Over Amount 10000

ATemplateRdzf S a K2 dz R | f

7 w

gl é&a

Not Over Amount 0
Not Over Amount 10000
Not Over Amount0

O2y il Ay |G nhdNppioferie vy S

set up like sothere s a risk that thelocumentdoes not go out for approval and cannot be posted.

il Edit - ExFlow Template Rule Card - ADM - | o[
BE o navicar (2]
Bi D Y 3 Goto
1 New L] x 4 Previous
View Notes  Links Refresh  Clear
7< Delete Filter W MNext
ADM
General e
Filters ~
Dimension Code 1 First Approver
Active: Active: O
Dimension Code 1: DEPARTMEMNT ] First Approver Filter:
Dimension Value 1 Filter: Vendor
Dimension Code 2 Active: O
Dirmension Value 2 Filter: l:l
Additional Filters v
Template Rule Lines Fraly
# Find  Filter Clear Filter
Approver Name Over Amount Not Over
Group Amount
EH Erik Eriksson 0 0
FF Filippa von Fersen 10 000 0
Screenshot ExFlowTemplateRuleCard
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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Priority of Template Rules

As mentioned abovghe more filters that are assigned, the highbe priority of the Template rule.
There is also a field in the header of the Template Rulere you can prioritize betweefemplate
Rules if they havean equal number of hits. The logic here is that a higher priority number has
priority over a lower number.

In the import journalavailableTemplate Rulesis viewedby pressing Line> Show Azilable
Templates.

Edit - ExFlow Import Journals - Invoice 40

Bl o acmons  navieate

x ’;l I:B«T e [ Show Document Image "—l_ﬁ"j _7-_+ 9 H

Delete  Card Batch Verify Import Return to Werify Batch Create Invoices/ Create Invoice/  Refresh  Find
Documents... Documents.. Readsoft Online Decument Cr.Memos... CrMemo...
ExFlow Import Journals - Type to filter (F3) Vendor Document No. |2 v
Filter: 2106281411
Batch Name: GE v
Action Message Block Posting Date  Document Buy-from Buy-from Vendor Name Vendor Vendor Document D
Document Type Vendor Me. Docurne... Documne... Date
2021-06-28 Invoice 8200040 Telia Sonera Sverige AB 2106281411 2021-06-28 200
< m >
Import Lines A
H Line - # Find  Fiter T Clear Filter
[E5] Purchase Order Card Mo. Description VAT Prod. Quantity  Direct Unit Cost  Line Discount % Test Re~
J | Dimensions Ctrl+Shift+D Posting .. Bxcl. VAT (Order) Uni.. M =
E7| Show Approval Proposal ~ Ctrl+Alt+A ccount 6210 Phone / Tele MOMS25 1 500,00 000 [ |
Show Available Templates ccount 6210 Phone / Tele MOMS25 1 250,00 000 [ |
= Fitem Charge Assignment ccount 6210 Phone / Tele MOMS25 1 250,00 000 [ |

Deferral Schedule

Action Message:

Screenshot ExFlowmport Journak, Show Availble Templates
This view also shows how they are prioritized with the higher priority from top down.

i View - Available template rules [ = o=

Bl o navian (2]
EI @ D 5 Refresh
A ¥ Clear Filter
Template Show as Motes  Links .
Rule Card Chart % Find

Available template rules ~

Type to filter (F3) Template Code v | 2| v
Template Num... Priority
Code of hits
TELIA ADM 2 0
TELIA_VEND 1 20
CCINV 1 10
ADM 1 0

Screenshog Available Template Rules

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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ExFlow User Coding Rules
Path:Departments/ExFlow/Setup/Users/ExFlow User Coding Rules

If an approver should be able to do coding changes of the invoice line in ExFlow Web, ExFlow User

s exflow

Coding Rules can be used to decide/restrict what values he/she can select.

Administrators can creatdser Coding Rules for individual or groups of users. The coding rule must
be applied to the ExFlow User by referring to the ID.

Each visible column in ExFlow Web can be modified. Choose if the approver should be able to select

(A

¢t KS

ID: ID numbers are assigned to the coding rule in the order they are created. This has no effect on

prioritization.

al! £t éX

G! aSNJ/ 2RAYy3 wdz S¢
45 S LI NI YSDWES &

2 a

Name:Descriptive name for the rule.
Reminder Note Add an optional description if needed.
Active:|If the rule is active or not.

- HOME MNAVIGATE

Edit - ExFlow User Coding Rule Card - 11

ly 295t GONILEE ¢ @ 2 S &

= Goto
@ ] New |—|EH |—|EH |~—j\9 x 4 Previous
View Restart Mark Motes Links Refresh Clear
X Delete lines Filter
General
o A
Name: |Sa|es Department |
Reminder Mote: |Respon5ib|e for Sales Department |
Coding Rule Lines
Filter Clear Filter
Column Code All Emp.. Text Range
G_LACCOUNT O
ITEM |
FIXEDASSET O
CHARGE O
PERCODE |
DEPARTMENT ] [] SALES v
PROJECT |
PERDATE O
CUSTOMER O

Screenshot ExFlow User Coding Rule Card

a¢SEG

Ay GKS

Active:
Rules:

User Rule:

Column D

SEI YLX S

wky3ss o

0Sf 2

When the User Coding Rule is created, gdBwFlow Uset and apply the Coding Rule ID on the
user. Start by clicking=dit List.
A user can only be selected to one User Coding Rule.

SignUp Software AB
Org. nr: 55657®721

Evenemangsgatan 2C
SE169 79 SolngSweden

Phone: +46 8 567 800 00
www.signupsoftware.com
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s exflow

ExFlow Denying Coding Rules
Path:Departments/ExFlow/Setup/Users/ExFlow Denying Coding Rules

Denying Coding Rules can be used to restrict approvers from creating invalid coding in ExFlow Web.

Denying Coding Rules are used to prohibit the approver in ExFlow Web from adding oeapprov
values in certain ways. E.g. to block accounts 5910..5999 in combination with an empty Department
value.

ID: ID numbers are assigned to the coding rule in the order they are created. This has no effect on
prioritization.

Name:Descriptive name for theute.

Reminder Note Add an optional description if needed

Active:If the rule is active or not.

From Amount:Filter on total amount on the document

To Amount:Filter on total amount on the document

sl New - ExFlow Denying Coding Rule Card - 12 -|of x|
Bl -ove  navicate (7]
Fa | =2 Goto
(& G B & © %
] New o 4 Previous
View Reset  Activate Motes  Links Refresh  Clear
7< Delete all all Filter
12
General ~
1D: | 12 From Amount: | D|
Mame: |591 0..59%9 Mandatory Department | To Amount: | D|
Reminder Mote: |Mandat0r}r department for account 5910..5999| From Line Amount: | D|
Validation Rule: To Line Amount: | D|
Deny: Validation Message: |Depar‘tmenti5 mandatory for this account |

i Applies to user groups: | |
Rule for: |AII v )
Final Approver Only: O
Coding Rule Lines ~

Filter Clear Filter
Column Code All

rn
3
B

. TextRange Celumn ID

G_LACCOUNT 5910..5999
ITEM
FIXEDASSET
CHARGE
PERCODE
DEPARTMENT
PROJECT
PERDATE
CUSTOMER

oooooooog
oooROOooOoog

Screenshot ExFlow Deny Coding RubsrdC
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s exflow

ExFlow Standard Purchase Code
Path:Departments/ExFlow/Setup/General/ExFloStandardPurchase Codes

ExFlow Standard Purchase Code is used to add coding on invoice lines automatically from the Vendor
Card ReferenceContractor ExFlow SetuExFlowstandard Purchase Code can split lines on several
dimension codes, VAT Prod. Posting Gezip.

Create aNew ExFlow Standard Purchase Code
Start by clicking ooNew. Enter a Code and Description that fits the ExFlow Standard Purchase
Code

On ExFlow 8nhdard Purchase Code Salbm, one or more fields can be used:

Type:G/L account, Item, Fixed Asset or Charge (ltem

No.: Select from the list

Description:Change or use as suggested

Allocation % This can be used as part off or percdfug.,2 rows with 1 on both rows is split to 50%

each. When using more than one row and selecting amount manually in ExFlow Import Journal, leave
this field empty.

VATAllocation % (Same as above, but for VAT)

VAT Prod. Posting Groug: KSy dzaAy3d GKAa FASERI Al 20SNNRARSa
t NPR® t2aGAy3 DNRdzZLXE Ay 9ECtf2¢ { Sidzlod

Deferral CodeChoose from list. Deferral Starting date will be selected automatically from Deferral
Card.

Job No.:Choosdrom a list

Job Task NoChoose from a list

First Approver:Choose from a list. How this is used depends on settings in ExFlow Setup
Dimensions:Choose from a list

F Edit - ExFlow Standard Purchase Code Card - PHONE - Phone per department / Tele per avdelning == -
- HOME 2]
@VIEW D Y = Goto
] New o X 4 Previous
Notes  Links Refresh Clear

X Delete Filter

PHONE - Phone per department / Tele per avdelning

General ~
Code: ’m—| Description: |Phona per departrnent / Tele per avdelning
Propose VAT Line:  []
Standard Purchase Code Subform ~
Line - df Find  Filter T Clear Filter
Type No. Description Allocation % VAT VAT Prod. Deferral ~ Job Mo.  Job Task Mo, First Department ~
Allocation % Posting Group  Code Approver Code
G/L Account 6210 Phone / Tele 2 ADM
G/L Account 6210 Phone / Tele 1 SALES =
G/L Account 8210 Phone / Tele 1 PROD
v

Screenshot ExFlowStandardPurchase Code Card

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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s exflow

Vendor Card

Path:Departments/Purchasing/Order Processing/Vendors

On the Vendor Card, Fast tab ExFlow it is possible to add ExFlow specific details.

P Edit - Vendor Card - 8200040 - Telia Sonera Sverige AB = |[= -
- HOME ACTIONS NAVIGATE REPORT o
@ 7 Apply Template... d Purchase Invoice E,‘IEank Accounts E‘ﬁ |_—-_5- B Dimensions G [ MNotes F5
M 27 Pay Vendor o™ B Purchase Order & Contact B [3 Ledger Entries &7 [ Links 4
View e Send Approval - = = N
> 9 Create Payments... Request P Purchase Credit Memo [EDocument Layouts a Statistics 3>
8200040 - Telia Sonera Sverige AB
General Fraes Vendor Picture -
Nou: Jz200040] Registration No.: | ‘ [} import Export Delete
MName: ‘Tel\a Sonera Sverige AB | Document Code:

Blocked: ‘ Me control of Bxt. Doc. No. O
Balance (LCY):

Balance Due (LCY):

External Document No.: | ‘

v Show more fields

Address & Contact he
ExFlow ~
Factoring Vendon: O Vendor Type (Requisition): |H\dden v‘
ExFlow Predefined Account: ‘ “| Ignore on Fraudulent Vendor ID List  []
ExFlow Standard Purchasze Code:  |PHOME ] Latest Fraud Block: | ‘ Attachments w
Allow Duplicate Inveice: O
Vendor Statistics v
Invoicing he
Buy-from Vendor History v
Payments v
Receiving hd Links v
Notes v
C o |
ScreenshotVendor Card

Factoring Vendor

If the Vendor only is used for factoring, there is a checkbox that prevesasinng Invoices/Credit

Memos on this Vendor and it can only be used astBa¥endor No via B/-from Vendor.

al Nl G(KS OKSO162E CI G2 NBYR2ANSPRENI ¥R ¢ R dKAE
Guy-Fromt SYR2NE /I NR®

If a document isnterpreted on a Factoring Vendor, the ExFlow Import Journals will give action
message: This invoice is flagged as Factoring and is thus not allowed to be created!

ExFlow Predefined Account

ExFlow Predefined Account is to be used to suggest only onecGiurd for this Vendors

Invoices/Credit Memos. This field cannot be used together with Ex&lamdardPurchase Code.

LT G9ECf26 t NBRSTA B@rikRard 0Dy &S F FRSEIENL2 8 Y LI &
| OO02dzyié FTNRY 9ECf2¢ {SiGdzd 6Aff 065 dzASRO®
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exflow

ExFlow Standard Purchase Code

ExFlowStandardPurchase Code is used when only one G/L account is not enough. This field cannot

be used together with ExFlow Predefined Account.

LT G9ECt26 t NBRSTA Bt@riRard 0Dy &8 ¥ FRS @ 9 BSEhddrd LIG & K
t dZNOKIF &8 / 2RS¢ Oly 068 dzaSR FNRY 9ECtf2g {Sidzd Ay

Allow Duplicate Invoices

When receiving invoices with the same invoice number from a vendor. E.g.nosuaad tax

authority. This checkbox can be used to exempt control of this supplier's invoice number. It is now
possible to post more than one invoice for this vendor with the safmedor Document Bl

ExFlow Reference
Path:Departments/ExFlow/Setup/General/ExFlow References

If an interpretation of Reference is done before importing the Invoice document into ExFlow
Import Journals, then the reference can be used to trigger an approval workflow. When a
reference is foundanapproval flow can bepplied either with First Approver or a Template Rule.
The reference can addmedefined ExFlowtandardPurchase Code used to assign coding to the
invoice lines (G/L account, dimensions etc.).

It is possible to use a combination off&ence and Vendor No. When a Reference is interpreted for
a specific Vendor a special approval flow is to be used.

Create aNew Reference
Click Home--> New--> New(In ribbon)and enter the information directly on the line.

sl View - ExFlow References I;Ii-
- HOME = NAVIGATE (2]

L] 7 X i & © Y

New Edit Delete Show as MNotes  Links Refresh Clear  Find
List Chart Filter

ExFlow References - Type to filter (F3) Reference || v

Description First Template ExFlow Standard Purchaser Contract No.
Approver Rule Purchase Code Code

CC

CCINV
ERIC EE
ERIK EE

(=R =T =

Close

Screenshot ExFlowReference

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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exflow

ExFlow Contract
Path:Departments/ExFlow/Setup/General/ExFlow Contracts

ExFlow Contract can be used to keep track on received invoices for Contracts and can also
Automatially approvematchedinvoices.

Startby creatinga new Contract by clickingome--> New--> New(In ribbon)

General

Contract No.:Assigned in order they are created
Description:Internal Description for selected Contract.

External Contract NoReference that can be interpreted on Invaice
Vendor No.:Add Vendor No.

General Terms

Valid from DateandValid to Date:Terms on the contract

Tot. Contract Amount (Net LCYlotal amount during a contract period
Max. invoice amount (Net LCY)ptal anount per invoice

Periodicity

Invoicing Periodif invoicing period for example per quarter = 3M or every month = 1M
Period Start DateStart date for next invoice

Period End DateCalculates automatically

Actions

Match dates based onPosting Date, Document Date or Due Date.

Auto. Approve Matched Invoices on Contrad¢tor automatic approval, create dremplateRule with

F LILINE 9SNAR GKFG YFGOKSa AyF2 2y [ 2yiNIXOGZ | yR
Contradi € ®

ExFlow Standard Purchase Codeld ExFlovtandardPurchase Cadand invoice rows will be

created automatically in Import Journal.

Attachment
Attachment File nameBrowse under Assist Button to select and save a contract document.
Copy Attachment to Matched Invoiceres or No.

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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Create Contract Reference

& exflow

(Create Contract Referentby clickingHome--> Process-> Create Contract Referendén ribbon)

A reference is now created with External Contract &wl can be assigulin ExFlow Import Journals

in Reference akelow.

HOME ACTIONS

@& kg (&

L=y

T >

View Create Contract  Show MNotes  Links Refresh Clear Go

X Delete Reference Document
Manage Process Show Attached

1
General

Contract No.:

Description: |Contract Office Rental

External Contract Mo |123

General Terms

Valid from Date: 2021-01-01
Valid to Date: 2021-12-31

Filter to
Page

Vendor No.: 10000

Vendor Name: Postmaster AB
Posted Amount (Net LCY):

-

Tot. Contract Amount (Net LCY): 360 000,00

Max. invoice amount (Met LCY): 90000_DD|

Periodicity

Invoicing Period: M

Period Start Date: 2021-01-01 v

Period End Date: 2021-03-31
Mumber of Invoices in Period: i

Check Periods: [wl

-

Actions

Match dates based on: |Po;ting Date

Auto. Approve Matched Invoice: [

Attachment

Attachment File name: Contract 123.pdf El

Screenshot ExFlowContract Card

ExFlow Standard Purchase Code: FRAKT_KONT W

Copy Attachment to Matched Invoice:  []

SignUp Software AB Evenemangsgatan 2C
Org. nr: 55657®721 SE169 79 SolngSweden

Phone: +46 8 567 800 00
www.signupsoftware.com
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Import Document

9 exflow

Path:Departments/ExFlow/Document Processing/ExFlow Import Journals

Import Documents frominterpretation
¢tKS G9ECt26 LYLRNI W2dzNYI

scanned documents, files are created and placed in import foldexdy to be imported.

By clickingHome-->Process->Batch Import Document§in ribbon)A y
the document images and the interpreted data will be imported. Depending on the journal settings

the documents will be separatedto the different journals.

'aSNER GKIFG a. FdOK LYLRNI

database will be imported to a que.

Edit - User Card - Administrator

il
Bl rov:  acons

I 7o I [ | W, 2o
i 7
@ 1 New ) il ﬂ oD X x 4 Previous
View ACS  Change Change Web  Effective Notes  Links Refresh Clear
X Delete Setyp Password Service Key Permissions Filter P Next

Administrator

General S
User Name: NAVEXFDEMOVADMI... State: Enabled v
License Type: Full User v Contact Email: I:l

‘Windows Authentication NAVEXFDEMO\Administrator | NAVEXFDEMO\Administrator =

Access Control Service Authentication Disabled v

Business Central Password Authentication 2

Web Service Access 2

Office 365 Authentication w

User Groups hd

User Permission Sets (Filtered) .u.* ~
T Permissions  # Find  Filter W Clear Filter

Permission Set Description Company Extension Name Permission Sc
[ZGEREeIRe:TN « Access to global Ex.. System
< m >

ScreenshotUser Card

SignUp Software AB Evenemangsgatan 2C
Org. nr: 55657721 SE169 79 SolngSweden

faeg Aa d&ASR FT2NJ AYLRNIA
messagesand creating invoices/credits memos for approval. After scanning and interpreting the

G49ECt 26

W2 dzNJ/ | €

5 2 Galabafoy ExBlewPoyi&d S R (i 2
depending @ settings)Permission Set for all companies imsBiesLCentral User Card under User
Permission Sets. All documents will bgorted, documents to other companies in the same

_|:|-
(2]

Notes -

Click here to create a new note.

There is nothing to show in this
iew.

Links s

Link Address De

There is nothing to show in this
view,

v

Phone: +46 8 567 800 00
www.signupsoftware.com
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s exflow

I 22dNYy It 6AGK (GKS &SiGdzd OKSO162E G(AO1SRYE¢ hyfte
matched documents and documer@®2 y G F AYAY 3 GhNRSNI b2dé AYyF2NNIGAZ2
separate the documents but a separation in Expense/Purchase Invoices matched is a very common.

sl View - ExFlow Import Journal Batches [= ==
HOME | ACTIONS (7]

D) ZX Iz [3 1 i i & © % M

New Edit Delete  Edit Batchlmport  Create Invoices/ Batch Create Invoices/ Showas  Notes Links = Refresh Clear Find
ist ournal - Documents rMemos + Memos. Chart iiter
ExFlow Import Journal Batches - Typetofilter F3) | Name ~| 2| v  Pending document stati... -
Filter: STANDARD No. of RSO Import Er... 0
Ne. Import Docume... 0
Name Description Import Type Verify documentsat  OCRImpot  OCRXML OCR Import No.of ReadSoft Online batch  Only Purchase Order e — 7
import Type Port Ne. FileSuffix  Documents download errors Matched Documents S
RSOGE  Readsoft GE ReadSoft Online  New d tsonly  XMLPort 0 0 O 0 Mo of Documents in.. ®
cadsol cadSoft Online  New documents only o Mo of Dovurmeniein, 5
RSOPO  Readsoft PO ReadSoft Online  New documents only  XMLPort ] ] O
< m >

Screenshot ExFlow Import Journals

In the journals there will be ongocumentheader recorddr each imported OCR documestL Y LJ2 NIi
[AySae Ay GKS t2¢SN) doBudénh 2y A& fAyS RSGFEAfA F2NJ

P Edit - ExFlow Import Journals - Invoice 34 - [= ]
Bl rove acrons  navieate (2]
oo 7% [ Show Document Image =y — ~
X [ 5 € [ + © M
Delete Card  BatchVerify _ Import Retunto  Verify Batch Create Invoices/ Create Invoice/ | Refresh  Find
Documents... Documents.. Readsoft Online Document CrMemos.. rMema..

Batch Name: RSO GE v PDF Preview ~ s

Action Message Block Posting Date  Document  Buy-from  Buy-from Vendor Name Vendor Document  Vendor Document  DueDate ¢ [GINESIE ) 102 - + »
Document Type Vendor No. No. Docume..  Date
v 2020-03-18  Invoice 2200040 Telia Sonera Sverige AB 35460914191 20200318 2020-04-17 . a

bt <aukronor
P
oo 1T aprl 2018
< [0 > i
Import Lines PN = Sammandrog v ks
E o T e s
[ Line + @ Find  Filter Clear Filter s, — am
Action Message Type No. Description Quantity Direct Unit  Direct Unit Cost VAT Prod.  Test Unit Deferral ~ Applied  Templ ~ =
Cost Excl. VAT (Order) Posting Costs Code Templat..  Rule =
| ...| /L Account 6210 Phone / Tele 1 168,00 0,00 MOMS25 O TELIA ADM
G/L Account 6210 Phone / Tele 1 €400 0,00 MOMS25 O TELIA SALES =
G/L Account 6210 Phone / Tele 1 8400 0,00 MOMS25 O TELIA_PROD
i
[ 420 konor
I e Tapmzon
i
v e e
< [0 >

Action Message:

Screenshot ExFlow Import Journal
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s exflow

What do the interpreted Purchase Invoice data look like?
Go to:Navigate--> Files-> Show Import Details (OCRiy ribbon)

To be able to see the interpreted data mark the correct documehée data cannot be modified.

View - ExFlow Imported Document - 116

Bl o e
~ =2 Goto
4 & %

4 Previous
Notes  Links Refresh  Clear
Filter

116
General

Exflow Document Type: Invoice
Credit:

Import Document No.:

Document Amount Including VAT:
Document Amount VAT:

Posting Date: 2020-03-18
Due Date:
Currency Code:
Reference:
Vendeor Invoice No.: 35460914191

Vendor Document No. 2:

ExFlow Imported Document Line

@ Find  Filter Clear Filter

Line No. Original No. ~ Unit of Measure  Description

< m

Advanced

Original values

Screenshot ExFlow Imported Document

F §OK +SNAT

error.

bl

i

Scanned at Date:
Scanned at Time:
1 Transfer Entry Type:
420,00 Company-ID:

24,01 Imparted by User:
Imported date/time:
Scanned by:

Vendor No. (Import):
Vendor ID:

Order No.:

Job Mo

Quantity  Direct Unit Cost

Imported Line
Discount % Amount

_|:|-
@

I
NAVEXFDEMOVADMINISTRATOR

2020-08-17 11:22

8200040

*ﬁ-

>

Line Discount I

v

<

<

Close

520dzySyida X
Click Home--> Process->Batch \érify DocumentgIn ribbon)
After correcting an error this will delete or createew action messagé a document still has an

Batch Create Invoice/Cr.Memos...
Click:Home--> Create-->Batch Creatdnvoices/Cr.MemogIn ribbon)
This willrun both Batch Verify Documents and cie&urchase Invoices and Credit Memos for all
documents in this journal thado nothave anyaction message

In Import Journal, it ipossible tabatch create documesstfor a specific vendor by setting Buy-From
Vendor No.filter when usingBatch Create Invoice/Cr.Memos function

SignUp Software AB
Org. nr: 55657®721

Evenemangsgatan 2C
SE169 79 SolngSweden

Phone: +46 8 567 800 00
www.signupsoftware.com
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s exflow

Copy Document

Click Action-->Import --> Copy Documentin ribbon)

When receiving a repeated document from a vendor, the function Copy Document can be useful.
This works aBusiness Centratandard functiorwith possibility to also Copy Approvers

If Deferral Code is copied Deferral Start Date is recalculated from Ded¢Code.

Get Latest Coding from Vendor

Click:Action--> Import--> Get Lats Coding from Vend{n ribbon)

This function will find last posted invoice and copy rows with G/L Acaeitinno Charge Type
(Swebase)

Return to ReadSoft Online

Click:Home-->Process-> Return toReadsft Online(In ribbon)

When using ReadSoft Online and imported document is noecbinterpreted, use this function to

return the document and verify once again in ReadSoft Online. By using this function ReadSoft Online
gAff Gaf SINYyé¢ K2g G2 AYOGSNIINBOGFIYyd GKA&A R20dzyYSyid vy

Move Document toAnother Company

Click:Actions--> Functions->Move Document tather Company(In ribbon)

If the BusinesCentral database includes more than one Compaaglocument can be moved to
another Company before the documentiiated

Move Document toAnother Batch

Click:Actions--> Functions-> Moveselected documents to other batdfn ribbon)

The Business Central company have more than one ExFlow Import Journal, a document can be
moved to another journal before the document is created.

Add or Replac®ocument Imagen ExFlow Import Journal
Select documentand clicktl- 6 dzi 1 2y Ay FAf S Rotiéelthdtlexdstng daumét bl YS ¢
will be deleted.

Add ExFlow Attachment from ExFlow Import Journals

Select the document andick: Navigate--> Rles--> Attachments(In ribbon)
On the line Attached Files, click t - button on the row.

Browse tochoosefile to attach

Delete Imported Document

Select the document andick: Home--> Manage--> Delete(In ribbon)

The document has been imported to the ImpBicument Journal. Delete is done in the journal.

No Purchase Invoice has yet been created.

520dz2ySy G LYIF3S sAtf 0S5 alWSRe (RSFRE RE NS AFdre E\Ci 2 &
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9 exflow

Import Lines from Excel

Click:Actions--> Import-->Download Import Liné€excel Templaté Import Lines from Excel
Sometimes it is easier to work in Excel when the invoice includes severaStansydownload
LYLER2 NI [ Ay S Bhe RBIfTempléterindiidesiadléndns that can be importedut it is
possible to deleteolumns not to be used

Addrows in Excel, sayelosel YR dzaS Fdzy OldA2y GLYLRNI [AYySa

- HOME  ACTIONS | NAVIGATE

D Eh ug l [} Import Lines from Excel
[ Get latest coding from vender
Impert Copy | Dawnload Import Line
men cument.$

Documents... Dos Excel Template | ‘€= Retum to Readsoft Online

Screenshot ExFlow Import Journé&tons

Or Use Business Central Standard function, Copy (Ctrl+C) rows from Excel and Paste
(Ctrl+Shift+V) in Business Central. Notice that all fields need to be in the same order.

Fact Boxes in Import journal
To the right in Import Journal there is useful fact baxes

PDF Preview
ChangeoomPDF Preview Press +to zoom in out or zoom iDocunent Image
Change PDF page No. asow up and dowrif document includes more than one page

PDF Preview # oA

ScreenshotPDF Preview

Open PDF file in full sig€trl+1)
Click Home--> Process->Show Document Imagén ribbon)

Approval proposal
ViewApprovers for current Document Line.
Open Fact Box-> Approval Proposal

Approvers can be added manually. This is only to be used in special occasions.
Go to:Fact Box-> Approval Proposat> Show Approval Proposal

Approval proposal A
Approval group Card 57 Show Approval Proposal

Approver Group Mame

cC Cecilia Cederbaum

EE Erik Eriksson

ScreenshotApproval Proposal
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-9 exflow

il Edit - Approval proposal \;Ii-

Bl o acrions Q
ﬂ F= View List =
B [ %
MNew
X Delete i

Approval proposal -

Type to filter (F3) Approver || v
Approver Group Mame
v Cecilia Cederbaum
EE Erik Eriksson

Screenshot Approval Proposal

Line Details

Open Fact Box-> Line Details

L¥ G4KS FY2dzyi Ay R20dzySyid KSIFIRSNIFyR G201t | Y2dzy
then document Details can help to see difference amount and if it is due to DirgicCost excl VAT,

Direct Unit Cost incl VASF VAT amount.

Line Details -~
Amount
Header Amount: 15 867,25
Line Total Amount: 15628,00
Amount Difference: 239,25
VAT
Header VAT Amount: 3 966,75
Line Total VAT Amount: 3 504,52
VAT Amount Difference: 462,23
Amount incl. VAT
Header &mount incl. VAT: 19 834,00
Line Total Amount incl. VAT: 19132,52
Amount incl. VAT Difference: 701,48

ScreenshotImport Journal, &t Box Line Details

Warning messages
Open:Fact Box-> Warnings messages

LT ! OGA2y aSaal3aS RAALI @& d&¢KSNBnedsagBis vdelvedhA y 3 Y S
Fact. 2E G2 | NYyAy3d YSaalaSaeéod al 1S I LILINE LIdBelonwi.S OKIl y 3
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HOME  ACTIONS  NAVIGATE
[F Show Dacument Image
X [ > &
Delete Card

Batch Vi Im Fetum to Vi
o). Dofants.. Resdsah Onine Docomgent

Process

Batch Name:

RSO GE v

Action Message. ot

VendorID  Template

Prepayment
Rule

Order Mo,

W ~
ik} + oM
Batch Create nvoices/ Create Inwoice/  Refresh  Find
CrMemos... CrMemo..

Create Page

Prop. Line G/L Exflow Amount VAT Amount Amount
Account Purchas.. Incluiding VAT

a0

PDF Preview

Approval proposal

Line Details

‘Warning messages
Accept al wornings
Waming _ Weming Message
Type

Action

Type
Due date Due date is over 90 days (either older or newer).
Payment val.. Payment account is nat default value
< W |
Impart Lines -
ELine « i Find  Fiter 7. Clesr Fiter
Action Message Type Mo, Description Quantity Direct Unit  Direct Unit Cost VAT Prod. TestUnit | Deferal Applied. Templ ~
Cost Excl. VAT (Order) Posting .. e Cad Templat..  Rule
G/L Account  E210 Phone / Tele 1 168,00 0,00 MOMS25 m} TELIA_ADM
G/L Account 6210 Phone / Tele. 1 8400 0.00 MOMS25 [m] TELIA_SALES 2| Vendor Statistics -
G/L Account 6210 Phone / Tele 1 00 00 MOMS25 TELKA_PROD
. ! L L, o N Vendor Mo 8200040
Balance (LCY): 3812400
‘Outstanding Orders (LCY): 43 250,00
Amt. Red. Not Invd. [LCV): 0.00
Outstanding Invoices (LCY): 427500
~  Total (LCY): 85 649,00
< n ‘Overdue Amounts (LCY) as of 20-08-17: 3812400
n —. Invoiced Prepsyment Amount (LCY): 17 500,00
yet accepted! [ Payments (LCY): 0o
Screenshot ExFlow Import Journal
~

Warning messages

Payment val... Payment account is not default value

aming . Warning Message Action
Type Type
Due date Due date is over 90 days (either elder or newer).

Screenshot ExFlow Import JournaWarning Message

SignUp Software AB
Org. nr: 55657®721

Evenemangsgatan 2C
SE169 79 SolngSweden

Phone: +46 8 567 800 00
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ExFlow Approval Status

Path:Departments/ExFlow/Document Processing/ExFlow Approval Status

When a document is created from the ExFlow Import Journal the document can be found in Approval
Status.

Handle rejected invoice / Restart Approval flow

Go to fast tabDoc. Line Approvers> Line-->Restart Route

This is to be used when the correct approval workflow has been selected but for some reason it
needs to be restarted (for example a rejection).

When using automatigdemplateRules, the recommended option isstead to update the data on

the invoice card. Then ExFlow will automatically assign a new approval workflow based on the new
data.

When an approver has rejected an invoice line it needs to be handled by the AP
Staff. One way is that the AP Staff restadhis approval flow on the line by clicking
ORestart routé or assigning a new approval workflow.

This function is found on the Fast téboc. Line Approvegs

Doc. Line Approvers

Line = &% Find  Filter Clear Filter
" Restart route Ctrl+Shift+R
Hold/Release Approver Ctrl+Shift+H

&' | Approve marked &pprover Line  Ctrl+Shift+A

Copy to all lines

Screenshot ExFlow Approval Statu®ocument Line Options
Restarting the route haf®ur options

Restart from marked ApproveRS & i I NIi FNBY GKS 4520 [AyYyS ! LILINR@S
RestartlineRS & G NIi G(KS a520dzvSyid [AySa¢zr ff G(KS O2yyS

RestartalllinesRS& G NI Fff a520dzYSyid [AySa¢ FyR [ttt O2yy:
Restart from marked Approver foralllinegp3 @ (62 a520dzYSy i tAySa¢ gAGK
approved, restart standing on the second approver this option will restagt &l12 OdzY Sy i [ Ay Sa ¢
from number two.
Microsoft Dynamics NAV -
0 (O Restart from marked Approver

() Restart line

() Restart all lines

) Restart from marked Approver for all lines

OK w ‘ Cancel
Screenshot ExFlow Restart Approval Route
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00 30/ 106
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9 exflow

Change approval flow

Selectdocumentline andgo to: Home-->Process-> Approval(In ribbon)

A new window will open the Invoice line card (EdixFlowApproval).

' RR 'YRK2NJI NBY2@S | LILINE @S NHor chahgelTénplaté RulEhigNEI S NI [ A Y
2yte& 62N)] AT @2dzNJ dZASNI KFa &f{ dz2LISNA2NE Ay O9OECt 296

Edit - ExFlow Approval - Invoice PIN107341 10000 == -
B ove  naviear (2]
E
=2, g Restart route = Goto
I} = By hS
+/ Complete o o Previous
View Propose new Copy to Notes Links Refresh Clear
Approvers  all lines L] Show document Fiter B Next
Invoice PIN107341 10000
General ~
Status: ‘ktive v | Direct Unit Cost: 168,00
Line Type: [6/L Account v] Line Discount %: 0,00
Mo 6210 Amount: 168,00)
Name: Phone / Tele | Deferral Code:
Description: Phone/ Tele | Deferral Start Date: |:|
Quantity: 1] Line Difference:
Applied Template Rule:  TELIA_ADM Initiator: \ADMIN‘STRATGR

Template Rule:

Approver Lines

# -
Line = #b Find  Fiter T Clear Filter
Approver  ApproverGroup Name  Comments Approval Date  Approved By Status Delegared  Under Created in
Greup to revi...
+ Cecilia Cederbaum Current [ From template rle NAY
EE Erik Eriksson Not processed [1  From template rule NAV

Screenshot ExFlowApproval

Propose new approvers

Propose new approvers will delete current and add new approver/approvers from deraplate
Rule.

Copy to all lines

If a user has many lines on current invoi@@opy to all lineshelps a user by copying the Approver
Grougs (on one line) to all lines.

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00 31/ 106
Org. nr: 55657721 SE169 79 SolnzSweden www.signupsoftware.com



9 exflow

Edit - ExFlow Approval - Invoice PIN107341 10000 = -
Bl rov:  naviear 7]
Y F Yo Restart route L b, ~ Y - Goto
o == \ -
LA -*—-] E  Complete o & X brevioss
View Propose new | Copy to | Notes  Links Refresh Clear
Approvers | all lines U Show document Filter P Next

Brmre:

Invoice PIN107341 10000

General ~
Status |Active v ‘ Direct Unit Cost Excl, VAT: ‘ 153,00‘
Line Type: |G_:'LAc:aunt v‘ Line Discount %: ‘ O,DU‘
Ne: £210 Line Amount Evcl VAT: | 168,00]
Name: Phone / Tele Deferral Code:

Description: Phone / Tele Deferral Start Date: I:

Quantity: | 1| LineDifference

Applied Template Rule: TELIA ADM Initiator: ‘ADMINISTRATOR

Template Rule:

Approver Lines P
Line ~ @ Find  Filter Clear Filter
Approver Approver Group Name Comments Approval Date Approved By  Status Delegated  Under Created in
Group to revi.,
cc] v Cecilia Cederbaum Current [[]  Fromtemplate rule NAV
EE Erik Eriksson Not processed []  Fromtemplate rule NAV
Screenshot ExFlowApproval

Change G/L Account during approval
Path:Departments/ExFlow/Document Processing/ExFlow Approval Status

It is possible to change G/L Account on Brecument Line in ExFlow Approval Status
Click:-Home-->Manage--> Edit List(In ribbon)

Changing the number (removes the old number and adds the new) on a G/L Account, that has an
approval flow, will remové, and insert a new if applicable.

Delete a Rirchase invoice in ExFlow Approval Status

When the document is created but Invoice not posted, deleting follows trstnBsCentral
standard. Go taPurchase Invoi¢Burchase Credit Memid & Of A O landyd&eteaExFIONR ¢
Approval status Card will be saved with Invoice IN0Deleted ExFlow Documents.
Path:Departments/ExFlow/History/FollowUp/Deleted ExFlow Documents.

Posted Purchase Invoices should not be deleted. Start by creating a Credit Memeubalizes the
Invoice. Then, create a new Purchase Invoice if needed.

Fact Boxes in Approval Status
To the right in Approval Status there is useful fact boxes.

PDF Preview
Change zoom PDF Preview Prdss to zoom in out or zoom in Document Image.
Change PDF page No. use arrow up and down if document includes more than one page.

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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PDF Preview #oa

ScreenshotPDF Preview

Open PDF file in full size.
Go to:6Show Document Image (Ctrig:l)

Change PDF Document Image

If PDF Image needs to be change it can be dafere posting the document.
I/ fAO01 G9RAG 520dzYSyid LYIF3ASE

Go ta Actions--> Functions-> Edit Document Imag@én ribbon)

Notice that existing document will be deleted.

Attached Files
To viewclick 6Show Documemgtand to addnew attachment ClickiNewe

Attached Files _n_* ~
B Show Document | ] Mew
Attached file Docu.. Docu...
Type MNo.
%In\roice Detailsalsx Invaice 1042 Yes

Screenshot ExFlow Approval Statug\ttached Files Fact box

Read more about attachments further down in the document.

ApproverComments
When a web approver adds a comment in header and aBelké the header comment can be seen
in Fact Box to the right marked with approvers ID.

>

Approver Comments

2019-02-08
This is a comment from Web on Invoice header
CC

<l >

Screenshot ExFlowApproval Status Approval Commerftact box

When a web approver adds a comment tbree and click Save the comment can be seen on the Fast
tab: Doc. Line Approvers field Comments

ExFlow Attachment

ExFlow attachment is not to confuse witbhdnesCentral Attachments or Incoming Document in
Business Centratandard.

Read moreabout how to view or add ExFlow attachment in ExFlow Import Journals or ExFlow
Approval Status above.

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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Attach file from Purchase Order
Path:Departments/ExFlow/Order Processing/Purchase Orders
Chooseand opernthe purchase order frorRurchase Orddist.

Click:Actions--> Print --> Attached Files

Document Type is Order and the field Document Number has the Order number.
On the line Attached Files, click t - button.

Browseand choose file to attacihe boxAttached is now checked.

Attach file from Purchase invoicgCtrl+B)
Path:Departments/ExFlow/Order Processing/Purchase Invoices
Chooseand opernthe Invoice fromPurchase Invoickst.

Click:Actions--> Request Approval-> Attached Files

Document Type itnvoice,and the field Document Number has the Invoice number.

On the line Attached Files, click t_- button.
Browseand choosdile to attach The box Attached is now checked.

Attach file from Purchase Crediemo (Ctrl+B)
Path:Departments/Purchasing/Order Processing/Purchase Credit Memos

Chooseand operthe credit memofrom the Purchase Credit Memigst.
Click:Navigate --> Credit Memo--> Attached Files

Document Type is Creditemo, and the field Document dinber has the Credit Memo number.

On the line Attached Files, click t_- button.
Browseand choosdile to attach.The box Attached is now checked.

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
Org. nr: 55657721 SE169 79 SolnzSweden www.signupsoftware.com
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This chapter gives an example of an invoice flow in ExFlow from impapptoving and posingin

ExFlow BusinesgCentral.

Thefollowingstepsare madef NB Y (G KS G 9ECTE 2 GLOYHE@INAIG W2LIrNe & laté { G
finalstepg At f 0S5 (2 GASSs (KS LIZAGEEEAAYXANQBBREIOECE 246 |

Steps irExFlow Import Journal

Step 1 Import Document

Step 2 /| KSO1 FTYR KIFIYyRtS a!moetoBwgpdaSaalrasSéed LT o6fly
Step 3 When action have been done verify and see if all actions been taken

Step 4 Createlnvoice orQedit Memo

Import and handleExpense &rchase Invoice

Path:Departments/ExFlow/Document Processing/ExFlow Import Journals

LYLRNI Ay@d2Aa0S& Aa R2 ¥ $mpdtN@cmendtsOekherttoalbjoultsvot2 NI W2 dzN
openand import documentsn one specific journal.

This part describes the way howxoY L2 NI FNRY | 22dz2Ny It ONBIFGSR (2 ¢
Selectajournalandpeno @ Of AO1 G9RAG W2dz2NYy I fé 2NJ Oft A0l 2Y VY

) View - ExFlow Import Journal Batches = I:'-
Bl ove  acrons @
DEZEX|E M [ wm W oM
New Edit Delete | Edit |BatchImport | Create Invoices/ Batch Create Invoices/ Showas  Notes Llinks | Refresh Clear Find
List Journal | Documents CrMemos CrMemos... Chart Filter
P
ExFlow Import Journal Batches - Typeto filter (F2) | Name ~| 3| ~  Pending document stati... -
Filter: STANDARD No. of RSO Import Er.. 0
Neo. Impert Docume... 0
Name Description Import Type Verify documentsat  OCRImport  OCRXML OCR Import No.of ReadSoft Online batch  Only Purchase Order e — ;
impert Type PortMe. FileSuffix  Documents download errers Matched Documents s R
RSOGE  Readsoft GE ReadSoft Online  New d tsonly  XMLPort 0 0 O 0 Mo of Documents in.. ®
eadsof eadSoft Online  New documents only o Mo o Do p
RSOPO  Readsoft PO ReadSoft Online  New documents only  XMLPort 0 0 O
< m >

Screenshot ExFlow Import Journals

Step 1¢ Import document
Click:Home--> Process-> Import DocumentgIn ribbon)
When the import is done a new line is created.

Edit - ExFlow Import Journals - Invoic

Bl ove  acions  navieate

N I, h . . = =
m . B Show Document Image
X > | € I i

Delete Batch Verify Import Retumn to Werify Batch Create Invoices/ Create Invoice/ Find
Documents... Documents... ‘Readsoft Online Document Cr.Memos... Cr.Mema...
Batch Name: RS0 GE v
Action Message Block Posting Date  Document Buy-from Buy-from Vendor Name Vendor Docume
Document Type Vender Mo, MNo.
| Invoice

Screenshot ExFlow Import Jourrsl

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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29 exflow

StepcCheéd] YR KIyRtS 6! OlAz2zy aSaal3ISaco

In this example there are no predefin@@mplateRules, so ApprovéApproversmustbe added
manually to the Invoice Line.

HOME ACTIONS NAVIGATE
Show Document Image ~
X B2 [y € 0 < ik
Delete Card  Batch Verfy  Import Retumto  Verify Batch Create Invoices/ Create Invoice/  Refresh  Find
Documents.. Documents... Readsoft Online Document Crl
Manage Process Create Page
Batch Name: v ~
Action Message . Block PostingDate Document  Buy-from  Buy-from Vendor Name Vendor Document  Vendor Docurnent [ e
Document Type Vendor No. No. Docume... Date
| Seeline for specific action message. | 2020-03-18  Invoice 6492470 Visma. 17771347802 2020-03-13 - s v e S
< w >| ' Approval proposal A
Import Lines A Approval group Card {5 Show Approval Proposal =
E Line - # Find  Filker T Clear Filter Approver Group Name
Action Message Type MNo. Description Quantity Direct Unit  Direct Unit Cost VAT Prod, TestUnit , Deferral  Applied Templ ~
Cost Excl. VAT (Order) Posting..  Costs Code Templat..  Rule
G/L Account €540 Software / Mjukvara 1 9537682 0,00 MOMS25 O e
< 0 s Line Details ~
Action Message:  [See line for specific action message. (]
Warning messages v v

Screenshot ExFlow Import Journals

D2 (2 a{K2g¢ ! |EioiNPag Bdx>Aph&alleréposal
Or from Import Lines--> Line--> Show Approval Proposal

HOME | ACTIONS  NAVIGATE
1 Show Document Image i
X B 3 € ] &
Delete Card  Batch Verify _ Import Return to Verify Batch Create Invoices/ Creste Invoice/  Refresh  Find
Documents.. Documents... Readsoft Cnline Document CrMemos... CrMemo..

Manage Process Create Page
Batch Neme: v i ~

Action Message . Block Posting Date  Document  Buy-from  Buy-from Vendor Neme Vendor Document  Vendor Document X —]

Document ype Vendor No. No. Docume... 1

See line for specific action message. 2020-03-18  Invoice 6490470 Visma, 17771347802 2020-03-18 | T e e e s v |
< w >| Approval proposal ~
Import Lines # 4| Approval group Card =
(D line - #% Find  Filter T ClearFilter Approver
[ Purchase Order Card o Description Quantity DirectUnit  DirectUnitCost VAT Prod.  TestUnit . Defemal  Applied  Templ®

Cost Excl. VAT (Order) Posting ... Code Templat.. Rule
'w Software/ Mjukvara p 953762 0,00 MOMS25 O There is nothing to show in this view.
F*  Item Charge Assignment
[ | Deferral Schedule
< A ” Line Details ~
Action Message:  [See line for specific action message. (]
Warning messages v v

Screenshot ExFlow Import Journals

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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Addone or several approvers

HOME ~ ACTIONS 2]
lj BRViewlist | 7,

TrEditlst | @ | |2 A4
New

X Delete %
Hew Manage | View | Show Attached | Page

Approval proposal -

‘Typetnﬁ\tar(F}] | Approver v\-)‘ v

Approver Group Name
| v
v Cown . MName [~}
AA Anders Andersson .
ADMIMIST... Administrator
BB Bertil Boo ) (=
=
cc Cecilia Cederbaum
DD David Danielsson
DIMOWN1  Dimension Owner 1
DIMOWN2Z  Dimension Owner 2
v
New Advanced T Set as default filter column

Screenshot ApprovalProposal

InFactBoxo i KS NA IK{G F LILINEGOSNBR oAttt 0S8 dzlRFGSR Ay a! LI

Approval proposal oA
Approval group Card ﬁ Show Approval Proposal

Approver Group Name

BB Bertil Boo

ScreenshotFa¢ BoxApprovalProposal

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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Step 3¢ Verify Document
Click:Home--> Process->Batch VerifyDocumentgéVerify Document(In ribbon)
When all action messages have béeh y Rf SR X
and therefoe ready to be created

T +

~
L=

Batch Create Invoices/ Create Invoice/  Refresh  Find
CrMemo.

HOME ACTIONS NAVIGATE
L& [ Show Document Image
X [y €
Delete Card | Batch Verify | Import Retum to
Documents... \Documents... Readsoft Onlingl Document
Manage Process
Batch Name: v
Action Message . Block PostingDate  Document  Buy-from
Document Type Vendor No.
[ I 2020-03-18 Invoice 6404470
< 0
Import Lines
EdLine - # Find  Filter 7. ClearFiter
Action Message Type MNo. Description Quantity Direct Unit
Cost Excl. VAT
G/L Account 6540 Software / Mjukvara 1 953762

< [

Action Message:

Create

Buy-from Vendor Name

Visma

Direct Unit Cost VAT Prod.
(Order) Posting ..

0,00 MOMS25

Page

Vendor Document

Mo
17771347802

Test Unit
Costs

m}

ih

a+SNR

Vendor
Docume...

Document
Date

2020-03-18

>

Deferral  Applied
Code Templat.

Templ &
Rule

& exflow

Fe 520dzySyiia

Approval proposal o
Approval group Card 571 Show Approval Propesal =
Approver Group Name
B8 Bertil Boo
Line Details. v
Warning messages ~

Screenshot ExFlowmport Journal

Step 4¢ Create Document

Click:Home--> Batch Creaténvoices/Cr.Memos / Create Invoice/Cr.Memo

Create invoice 0© NB R A i

YSyz2

- 2

oe

HOME | ACTIONS  NAVIGATE
o Show Document Image = —
X &2 3 € [ +
Delete Card  BaichVerify _ Import Retunto  Verify Batch Create Invoices/ Create Invoice/
Documents... Documents... Readsoft Online Document
Manage Process Create
Batch Name: v
Action Message . Block Posting Date  Document  Buy-from Buy-from Vendor Name
Document Vendor No.
2020-03-18  Invoice 5498470 Visma
< 0
Import Lines
[ Line - # Find  Filter T ClearFiter
Action Message Type No. Description Quantity Direct Unit  Direct Unit Cost VAT Prod
Cost Excl. VAT (Order) Posting .
G/LAccount 6540  Software/ Mjukvara 1 953762 0,00 MOMS25
< [
Action Message: 1=

Ot AO1 Ay 3

< ik

Refresh  Find

Page

Vendor Document
No.

17771347802

Test Unit
Costs

O

Vendor
Docume...

Document
Date

2020-03-18

>

Deferral  Applied
Code Templat..

Templ A
Rule

G/ NBFGS

(2]
H

Approval proposal PN
Approval group Card (5} Show Approval Proposal =

Approver Group Name

) Bertil Boo
Line Details 4
Warning messages v v

ScreenshotFact Box Approvédroposal

SignUp Software
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Import Purchaselnvoicewith Order Matching
LYLR2NI Ay@2a08a A& R2yS FNBY G9ECE2¢ LYLRNI W2 dN
open andmport documents in one specific journal.

¢KA&a LI NI RSaONARO6Sa GKS gl & K2z2g UPurchase@deli FTNRY |
MatchingL y @2 A 0S & ¢ @
Selecthe22 dzNY I f | yR 2LISy o6& Oamed| G9RAG W2dzNYyFté& 2NJ
il ExFlow Import Journals - Microsoft Dynamics NAV client - connected to Dynamics 365 Business Central - I:'-
o v [ SignUpSoftwarc AB » Departments » ExFlow » Document Processing » ExFlow Import Journals 3| [ search (CtrlF3)
Bl o acons (2}
OB Xzl i i i & © %
New | Edit Delete | Edit [Batchlmport | Create Invoices/ Batch Create Invoices/ Showas  Notes Links  Refresh Clear Find
List Journal | Decuments CrMemos CrMemos... Chart Filter
Departments ExFlow Import Journals © Typetofitter (F3) | Name ~| 2| v Pending document statistics ~
b Object Manager
Filter: STANDARD No. of RSO Import Errors: 0
b Financial Management
No. Import Document Errors: 0
b Sales & Marketing Name Description Import Verify acR OCRXML No.of Res.. OnlyPurchase Order OcR Mo, Gueued Import D X N
- Type documen... Impo... PortNo. Documents Onli.. Matched Documents Import Fil 0. Queued Import Uocuments: -
 Documents in Imp 18
RSOGE  Readsoft GE XMLFile  New docu.. XMLPort 0 0 m] S S ——— -
RSOPO  Readsoft PO XMLFile  New docu.. XMLPort 0 [ |

Screenshot ExFlow Import Journals

Step 1¢ Import document
Click Home-->Process-> Import Documents
When the import is done a new line is created.

Step2c/ KSO1 YR KI YRt $Aiplcthrélelw)] aSaal 3Sac¢
Common action messagasd solutions:
9 There are lines matched against order but where receipt is missing!
Delivery has not been poste@.o to Purchase Order and pasReceive.
Run verify after receiving delivery and ExFlow will match invoice ageistd delivery.
(Bin picture below)
1 Amount (18 867,25) is not equal to total of on lined b 628,00
Change the prices and lines so it matches the invoice.
A4S a[ Ay SaceBdxifor fothlsiand diffgfenc@Ein picture below.
{ If the invoice includes more thanone ordé 2 dz Ol Yy dzaS aDSG wSOSALINikwSi
(Cin picture belowy.
1 See line for specific action messagkine difference between the invoice and thader unit
cost!
CorrectDirect Unit CosExcl. VATor correct orderpriceto match order against invoice.
Oruntickd ¢ S& (i | of Anport Ligesaidésend invoice forpproval.(Din picture below)

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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x| Edit - ExFlow Import Journals - Invoice 51

ACTIONS | NAVIGATE

Bl o

[ Import Documents. > € | [} Move Document to other Company

Ef2 Copy Document.. <]

tch Verify Documents
# Edit/View OCR Import Queue

1Match OCR Lines.

[} Move selected documents.to other batch

@A Download Import Line Excel Template [ Verify Document

Batch Name:

RSO PO v

[ Get Receipt/Return Shpmt./Order Lines

[D9Email PDF Document Create Invoice/CrMemo.

6 Batch Send Receipt Reminders | j{"Batch Create Invoices/Cr.Memos.

[ See email log Create Pre Inward Registrated Invoice/Cr.Memo..

Approval proposal

Action Message ( Block PostingDate  Document  Buy-from Buy-from Vendor Name Vendor Document  Vendor e S el e eea]
Document Type Vendor No No. Document !
Amount (15 867,25) is not equal to total of on lines (15 626,00) v 2020-03-23 Invoice 2559334 Dustin 6059704 Repeey ozl
There is nothing to show in this vie
< ] >
Import Lines ~ =
[ Line - Find _Filter Clear Filter Line Details
Action Message | Type Mo Description Quantity  Direct Unit Cost Excl. VAT Direct Unit Cost VAT Prod. | TestUnit | | Amount
(Order) Posting Costs X
Header Amount
Receipt No. 107031 0,00 000 | e Totat Amourt
Line difference between the invoice and the order unit cost!  Item 1003 KINGSTON 8G& LOW P. 1 309600 319600 MOMS12 .
Amount Difference:
Item 1004 HP HD 14568 2.5% 10K 4 299500 299500 MOMS25 VAT
Item 1005 HP BLACK TREFARG N... 1 236,00 236,00 MOMS25 Header VAT Amount:
Item 1006 HP BLACK SVART NO.3... 1 316,00 316,00 MOMS25 Line Total VAT Amount:
G/LAccount 5710 Freight / Frakter 1 000 0,00 MOMS25 VAT Amount Difference:

< 0

Action Message:  [Amount (15 867,25) is not equal to total of on lines (15 628,00)

Amount incl. VAT
v | Header Amountincl, VAT:
Line Total Amount incl. VAT:

Amount incl. VAT Difference:

15 867,25
15 628,00
23925

396675
350452
16223

1983400
1913252
70148

Screenshot ExFlow Import Journal

Step 3¢ Verify Document

Click:Home--> Process-> Batch Verify Documents/Verify Documetih ribbon)

2 KSy |ff OGA2Yy YS&aal 3s
andthereforeready to be created

Step 4¢ Create Document

a

KIS 06SSy

Click:Home--> Batch Create Invoices/Cr.Memos / Create Invoice/Cr.Memo

I NBIFGS Ay@2A0S 2N ONBRA

SignUp Software AB
Org. nr: 55657®721

Evenemangsgatan 2C
SE169 79 SolngSweden
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Import PrepaymentPurchaselnvoice

This function is built on Business Central Standiandtionality.
To create and approve a Prepayment Invoice, ExFlow creates a copy of the invoice that will be posted
from Purchase Owt.

Prepayment Setup

To be able to create a Prepayment Purchase Invoice the standard setup is required in General Posting
Setup. VAT will be calculated from setupm G/L Account added in setup.

¢2 OKSO1l aSiddzd F2NJ LINBLI eYSyidz dzasS at NEBOASS t NBL
AddPosted Premt. Inv.Nos. in Pruclase & payables Setup.

When creating the Prepaymeifrivoice, Nos is selected from InvoicesNo

When posting\os is selected from Posted Prepmt. Inv. Nos
Also, there are settings for Preyraent under General that can be useful.

Check Prepmt. when Postin@reventspostingreceiptsor invoice aPurchase Orddhat has an
unpaid prepayment amount.

Prepmt. Auto Update Frequencygpecifies how often the job must run that automatically updates
the status of orders that are pending prepayment.

F Edit - Purchases & Payables Setup - | o [
- HOME @
[ ] D = Goto
View Vendor Incoming Maotes  Links Refresh Clear
Posting Groups Documents Setup Filter
Purchases & Payables Setup
General oA

Discount Posting:

Receipt on Invoice:

Return Shipment on Credit Memo:

Invoice Rounding:

Create [tern from [tem No.:
Copy Vendor Mame to Entries:
Ext. Doc. No. Mandatory:
Allow VAT Difference:

Calc. Inv. Discount:

Calc. Inv. Disc. per VAT ID:

EIEIEIIEIEIIIII
<

Copy Comments Order to Invoice:

Copy Comments Order to Receipt:

Copy Cmts Ret.Ord. to Cr. Memo:
Copy Cmts Ret.Ord. to Ret.Shpt:

Evact Cact Revarsing Mandatans
Check Prepmt. when Posting:
Prepmt. Auto Update Frequency:
Default Posting Date:

Default Cty. to Receive:

Allow Document Deletion Before:

Never
Work Date

Remainder

DU ONREEE
I(I

Appln. between Currencies: All W
Ignore Updated Addresses:
Copy Comments Blanket to Order:
# Show fewer fields
Number Series &
Wendor Nos.: LEVERANTOR v Credit Memo Nos.: INK-KREDIT v
CQuote Nos. INK-OFFERT w Posted Credit Memo Mos.: INK-KRE-B v
Blanket Order Mos.: INK-AVROP W Posted Receipt Mos.: IMNK-INLEVN v
-

ScreenshotPurchas& Payables Setup
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PrepaymentPurchase Order
TouseheT dzy O A 2y § staByldtediny SRArchase Order
Add Prepayment Percentage on the Order Card and use Compress if needed.

9 exflow

Untick Compress Prepaymentdgpecify all lines on the Prepayment Invoice.

F New - Purchase Order - 106052 - Dustin == -
BB ove  acmions | navieate (2]
[ Caleulate Inveice Discount [ Move Negative Lines.. '[E]Archive Document E 2 P [if Post.. [ Test Report... = B
[2] Get Recurring Purchase Lines... Mz Drop Shipment + [Send Intercompany Purchase Order Lim ar & Preview Posting T]Post Batch @

Send Approval Flow | Create Whse. Create Inventory Put- . Print
[Eg Copy Document.. Tl Special Order - [T Incoming Document - Request . Receipt away/Pick.. = Post and Print.. EiPrepayment - ]
106052 - Dustin
General = Attachments a2
Vendor Name: Dusti | Vendor Shipment No [ | Documents: 0
Contact: v|  GrossInvoice Amount: [ 00 \endor Statistics N
Note of Goods: Inward Registrated:
ote of Goods | ? Vendor Noa
Document Date: 2021-06-03 v Approve: ance (|
Vendor Inveice No.: * | Requisition No: ‘ |
Approval Status: Inactive
107 577,81
v Show morefields 57577031
89322,50
Lines “ 67200,00
o Selectitems.. [ Line ~ 7 Functions ~ [ Order = @ Find  Fiter T Clear Filter a 000 |2
Type No. Description Gen.Prod. VAT Prod, Quantity  DirectUnitCost  LineAmount Applied  Depar~ ~ nerunds(LCVE: L
Posting ... Posting .. Excl. VAT Excl. VAT Templat.. Code Last Payment Date:
ltem 20104 Samsung U32/590U 32" 4K UHD DETAL) MOMS25 7 2990,00 50830,00 DUSTIN =
Buy-from Vendor History PS
Vendor No:: 2559334
Quotes: 0
-
Blanket Orders: 0
< [0 >
Orders: 1
50 830,00) 50830,00) Invoices: 8
0,00 12707,50 Return Orders: 0
5 R Credit Memos: 0
Pstd. Return Shipments: 0
Invoice Details o | iR iB
Pstd. Invoices
Shipping and Payment >
Pstd, Credit Memos: 0
Foreign Trade >
E Incomin g Documeni ts: 0
Prepayment -
Purchase Line Details ~
Prepayment % [ 50 Prepmt, Payment Discount % o
i No. 80104
Compress Prepayment: ] Prepmt. Pt Discount Date: v )
— Availability: 7
Prepmt. Payment Terms Code: || v Vendor Cr. Memo No.: ‘ Purchase Prices: 0
Prepayment Due Date: 2021-06-03 v 0
v

ScreenshotPurchase Order for Prepayment

Prepayment Purchase Invoice

Posting of prepayment Invoices will still be made from Prepayment Order in Business Central
Standard in the background. ExFIBwepayment Invoice is only a mirror of a posting to be.

Therefore, no changes are allowed except for a few fields that will update Prepayment Invoice when

posting:

Document date, Posting Date, Due Date, Vendor Invoice No., Block Document, OCR, Paynsent Ter

and On Hold.

There can only be one Prepayment invoice, per ordet for approval.
To be able to create second Prepayment the first Prepayment Invoice needs to be posted and
Purchase Order Prepayment Percentage increased to match the amount orctiredderepayment

Invoice.

Interpret the Prepaymen®Purchase Invoice wit®rder No. on header

When importingto ExFlow Import JourngExfow will show Action MssagaeOrder No 106052 has

no received lines.

SignUp Software AB
Org. nr: 55657®721

Evenemangsgatan 2C
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9 exflow

Changes 2 OdzY Sy ¢e LS FNBELBRYSZFAOS: 2

ﬂ Edit - ExFlow Import Journals - Invoice 38

HOME ACTIONS NAVIGATE

x D D 6 [ Show Document Image ”\j H

Delete  Card Batch Verify Import Return to Veri Batch Create Invoices/ Create Invoice/  Refresh  Find
Documents... Documents.. Readsoft Online Document CrMemos... CrMemo...
ExFlow Import Journals ~ Type to filter (F3) Action Message | 3| v
No filters applied
Batch Name: PO v
Action Message Block Posting Date  Document  Buy-from Buy-from Vendor Name Vendor Vendor Docu
Document Type Vendor Na. Docume..  Docume..  Date,
Order Ne 106052 has ne received lines. 2021-06-03 Invoice v 2559334 Dustin 2106031151 2021+
Invoice
Credit Memo
Prepayment

Screenshot ExFlow Import Journal Prepayment

Prepayment Order No. is updated automatically from Order No.

If any lines were created,they will be replaced bgoding from Business Centfakneral Posting
Setup and Amount is calculatl from Prepayment Percentage on Purchase Qrder

VAT Prod. Posting Group will be selected from G/L Account in General Posting Setup.

I Edit - ExFlow Import Journals - Prepayment 38

HOME ACTIONS NAVIGATE

x ,;" D é [ Show Document Image ”ﬁ H

Delete  Card Batch Verify Impert Return to Verify Batch Create Invoices/ Create Invoice/  Refresh  Find
Documents... Documents... Readsoft Online Document Cr.Memos... Cr.Memo...
ExFlow Import Journals - Type to filter (F3) Action Message MEIY
Mo filters applied
Action Message Document Type  Buy-from Buy-from Vendor Name Vendor Vendor Document Due Date Order No. Prepayment
Wendor Mo. Docume... Docume... Date Order No.
Prepayment 2559334 Dustin 2106031151 2021-06-03  2021-06-03 106052
< m >
Import Lines FrAN
[H Line - % Find  Filter Clear Filter
Action Message Type Mo. Description Quantity VAT Prod. Posting Direct Unit Cost  line Discount % Test Re-l.. ™
Group Excl. VAT (Order) Uni.. Man.. | =
| .| G/L Account 4601 Detalj 25 1 MOMS25 25 415,00 000 [ |
v
< m >
Action Message:
Screenshot ExFlow Import Journal Prepayment
Changing a prepayment invoice line is not alloysédce this will be the result when posting.
Only Approval Rule, First Approver and Approvers can be changed.
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00 43/ 106
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b HOME ACTIONS NAVIGATE i

] " [ [{) Show Document Image - 2 — ~
goa [ € B [ + oM
te Card | BatchVerfy  Import Return to Verify Batch Create Invoices/ Create Invoice/ ~ Refresh  Find
Documents... Documents... Readsoft Online Document r.Memos... Cr.Memo...
‘ G Changes on the prepayment invoice can only be done on the order. Then, to update invoice line change document type to Invoice and then back to Prepayment Invoice. 1 PDF Preview
Action Message Block Posting Date  Buy-from Buy-from Vendor Name Document Vendor Vendor Document Due D ST
Document Vendor No. Type Documen.. Documen... Date a
Belopp (40,00) dverensstammer &j med .. L J‘2021 -12-07 2559334 Dustin Prepayment  TESTFOR 2021-12-22 2021-1
<] n >
Import Lines A
i Line - # Find  Filter ¥. Clear Filter
Action Message Type No. Description Re-Invoicing Quantity Deferral Direct Unit Cost  Direct Un™_
Customer No Code Excl. VAT (=
1
[x} G/L Account gSZU Ovriga fordringar 1 40,00
1

Pl | P
Screenshot ExFlow Import Journal Prepaymei@hanging a prepayment invoice line is not allowed

All potential updates or corrections needs to be dofiem the order cardChangedocument type
back to Invoice and all Prepayment Invoicing Lines will be deleted. Update the order and change to
Prepayment Invoice to receive new updated lines to Import Journal.

There can only be one prepayment invoice for apprgvait a specific ordefTobe able to create
another prepayment invoice, the first needs to &eprovedand posed.

From mport Journal it also possible topdate the prepayment percentage on tloeder if the
interpreted value is more or less then the percentage on the order.

i Edit - ExFlow Import Journals - Prepayment 1 -8 x
- HOME  ACTIONS  NAVIGATE o
=oee) L) -5 [1) Show Document Image b Y ~l
X B y €& | + <M
Delete Card Batch Verify Import Return to Verify Batch Create Invoices/ Create Invoice/  Refresh Find
Documents... Documents.. Readsoft Online Document Cr.Memos.. Cr.Memo...
Batch Name: PO v POF Preview =
Action Message Block Posting Date  Buy-from Buy-from Vendor Name Document ve QW R -

Document Vendor No. Type Dc

Amount (48,00) is not equal to total of 0. yment v TES

Max. prepayment amount reached for purchase order 106048. Do
you want to change the prepayment percentage from 50% to 60%
on the purchase order?

< [ Yes | No | >

Import Lines -
B Line -+ M Find  Filter Y. Clear Filter
Action Message Type No. Description Re-Invoicing Quanti ™
Customer No =
G/L Account
< " >

Action Message: |Amount (48,00) is not equal to total of on lines (40,00)

Screenshot ExFlow Import Journal Prepaymernthange prepayment percentage
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& exflow

Posting Prepayment
After Approvalposting needs to be done from ExFlow Approval Status.

Prepayment History

Approval History will show in ExFlow Approval History

Alsq posted purchase documeni., Prepayment Invoicegan be found on Purchase Ordeard
(underNavigate)as Businesst&hdard

HOME ACTIONS MAVIGATE 7]
3 @ ® 5 approvals [ET [ Invoices @ [ Whse. Receipt Lines
s ) Comments F Prepayment Invoices I mr Mz Drop Shipment +
Dimensions Statistics Vendor Receipts = - Invt. Put- - .
[lj Attachments =g Prepayment Credit Memas | ayay/Pick Lines 'm Special Order -
Order Documents Warehouse

ScreenshotPurchase Order Icons

Posting FinaPurchasdnvoice
To be able to pogfinal Purchase Invoiam aPrepaidPurchase Ordetthe receivable needs to be
posted.

ExFlow will automatically find and calculate values in FactBoxA YS 5SS Af aé o

HOME ACTIONS NAVIGATE 0
1 L L Show Dacument Image =y — ~
X [ [» € i + o
Delete  Card Batch Verify Impert Return to Verify Batch Create Invoices/ Create Invoice/  Refresh  Find
Documents.. Documents... Readsoft Online Document CrMemos... CrMemo..
Manage Process Create Page
ExFlow Import Journals - Typetofiter (F3) | Action Message - —)| v
No filters applied
Batch Name: PO v Line Details A
Action Message Block Posting Date  Document Type  Buy-from Buy-from Vendor Name Vendor Vendor Document  Due Date 0 | Amount
Document Vendor No. Docume... Docume... Date
Header Amount: 25 415,00
1 ~v 2021-06-03 Invoice 2559334 Dustin 2106031331 2021-06-03 2021-06-03 10
Line Total Amount: 50 830,00
< ‘ m > Header VAT Amount: 635375 =
Import Lines - Line Total VAT Amount: 12 707,50
ELine ~ # Find  Fiter T, Clear Filter =
Action Message Type Ne. Description VAT Prod. Posting Quantity  Direct Unit Cost  LineDiscount% Test  Re-l..
Group Excl. VAT (Order) Uni.. Man..
Receipt No. 107065: 0,00 00 OO0 O 3176875
Ttem 20104 Samsung U321590U 32° 4K U... MOMS25 17 2390,00 o0 O O U T A T s EERED
v Line Total Prepayment Amount incl. VAT: -31768,75 |
< m [ > “Amount incl, VAT Difference: 000
Action Message:
Il e 7
Screenshot ExFlow Import Journ&inal Purchase Invaic
Create, approve and post as usually.
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29 exflow

ExFlow Approvéhatus/ ExFlow Web

Path:Departments/ExFlow/Document Processing/ExFlow Approval status

Approval Status shasall invoices that are out for approval and/or are approved and ready to be
posted. As an administrator you can see information regarding status. Both for the lra®igell as
the nextapprower for thisspecificinvoice.

] ExFlow Approval Status - Micrasoft Dynamics NAY client - connected to Dynamics 365 Business Central = o=
Q) ©)~ [T SanlpSeftware 4B » Depatments » Exfiow + Document Procesing »_Exflow Approval tatus ) o (Cule
Bl o scons  navieate @
; — 2 Elagpron — ~ T
P+ h :
/8B @ INER O v [0 e e i & < Db
Edt View ESt  Vedy Pos| Cord | Show  Shows Showar  Nows Lnks  Refesh Clear Find
List Changes Batch. idocument approvers ilter on approver Chart Filter
Depuis ExFlow Approval Status - prto e <13 v roFprevew
v Fina gement
o 1 -+ »
Docu Document _ Vendor Documento.  VendorNo.  Vendor Name Gross Amount Curency | Status
Type No
PNIOTMI 35460314191 20000 2 Sverige A8 ey Active
PNOTM T ss9aam 1520 Ac
lwvoice PIN10T343 6059704 2559334 | Dusti 1983400 Actr
w
Document Lines B
[ tine + M Find  Filter
LneType Mo Name Description Quantity DirectUnitComt Defemsl  Mew  LineAmount [ Exflom Status
Excl. VAT Code Line Excl. VAT H
tem 1003 KINGSTON 268 LOW POWER KIT - KTHL. KINGSTON 8B LOW POWERKIT - KTH... 1 08600 u} 309600 Active X
. tem 1005 HP BLACK TREFARG NO.343 HP BLACK TREFARG NO.13 1 23600 L 236,00 Acti =
up
1006 9 210 HP BLACK SVART HO.239 21ML 1 600
1004 10K SAS DP HOT PL.. HP HD 146G8 258 10K SAS DP HOT L B 2m500
&L Account 5710 Freight / Frakter 1 25 B3| Active
0 >
Doc Line Appravers -
Line = # Find  Filer
Approv.. . Approver  Approver Group Name Comments Approval Date Approved gy [[Seatce
Ocder  Group
% Home 10000 A% Anders Anderszon w09 Aa ngproved
- 20000 88 Bertil Boo —
History
A —
o Attached Files

Screenshot ExFlowApproval Satus

As soon as invoices are created from the Import Journal, the invoices will be relaeliaadled and
approved in ExFlow Web for current approvers.

g exflow Bl = bDuedate: 2 Bertil Boo
& inbox(3) Vendor Company Document Due date Amount
1 bue@) :eaha Sonera Sverige g 5nuP TEST PIN107341 4/17/2019 420.00 SEK \
B e visma SIGNUP TEST PINIO7342  4/7/2020 11,022.00 SEK
4D Recent
Dustin SIGNUP TEST PIN107343 4/12/2020 19,834.00 SEK
Il onhoid

Q  search

QUICK TIPS REPLACERS DUE

Screenshot ExFlow WebInbox
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Click on the invoice you want to approve to opcument with information about the invoice lines
and image.tlis possible to have the list expanded automatically.

< Invoice Dustin (PIN107343)

Company Invoice no. Dus date
SIGNUP TEST 6059704 4/12/2020
Amount Vendor
19,834.00 Dustin oo Lindorf? Box 47207 100 74 5§
Net amount Posting date Fortalodstum: E
Betabiegetiton p
15867.25 3/23/2020 copanisssonamen k
ity
VAT amount Document date tgmnwl:‘uj Fil
396675 3/23/2020 et
SIGN P SOFTWARE A1
FALLONBERGSPLAN 5 2 TR
174 53 SUNBSTBERG,
Swarige
= ﬂppruval & < | Amount Quantity Unit cost Order no. Coding > = ——
Produkter hY
fem DESCRIPTION e
1 | v AAndersson O vBBoo 3,096.00 + 1,00 309600 106051 1003 KINGSTON 8GB WIOWER  HP D 145G
Delvery received e wanesto. B e ——
hem DESCRIPTION SERIENUME
seaun
2 v AAndersson 0 *BBoo 11,980.00 + 400 2,995.00 106051 1004 HP HD 146GB 2 e i
R HPHD 14. SASDPHOTPL Wi HeBAGE v
hem DESCRIPTION
3+ AAndersson 0 vBBoo 236.00 + j-od 1005 HP BLACK TREF
w HPBLAcK. NO-343
Hem DESCRIPTION
4 v AAndersson > [J ¥ BBoo 316.00 + 100 316.00 156051 1006 HPBLACK SVAI
00 316.00 HPBLACK.. NO.339 21ML
Account DESCRIPTION
5 « A Andersson O vBBoo 23925 4+ 1.00 239.25 5710 Frakter och tran

Frakter oc.

OBS! Dustin har

Nettabelopy

15 728,00
Mottagere: st 48]
Betalas U Morgea
OCR-nummer; 1007000
Forfallodatum; 2005-04,
Summs kel mems: 19634,

Vi betalangsrfrndl g Brigen
ecfaliodagen. Duste to ut v var 8

Var fordran enlgt denna faicura har
Uknican ariggs srcen arsatining b
Beraining mex befrande verken kan
IBAN: SED 9500 002 5042 0TS 3

Curigt

Du vet al att du kan s= din orde

har glat Bt under en viss peniod och

Oustn 48

B 27308
102 54, STOOKHOLM
sum 15,867.25 °

Screenshot ExFlow Web Document
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regarding dimensions, change Account etc.
Ly GdKAa OFasSsz (KS dza
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& exflow

Depending on the permission role on ExFlow User in Business Central, the user may adijest the

< Invoice Dustin (PIN107343)

sum 15,867.25

Company Invoice no.
SIGNUP TEST 6059704
Amount Vendor
19,834.00 Dustin
Net amount Posting date
15,867.25 3/23/2020
VAT amount Document date
3,966.75 3/23/2020
= ﬂpproval < Amount Quantity
1 «AAndersson = [J ¥BBoo 3,096.00 + L
Delivery received o
2 v AAndersson > [J ¥BBoo 11,980.00 + C
4.00
3« AAndersson = [J ¥BBoo 236.00 + L
4 v AAndersson > [J] ¥BBoo 316.00 + L
5 « A Andersson [ +BBoo 239.25 + 1.00

Due date
4/12/2020

Unit cost Order no.

3,096.00 4

3.196.00 ——

236.00

236.00

316.00

316.00

239.25

' LILINE OSa&a UKS AYy@2A
ofo Lindoef? Box 47257 100 74 59
Frtalodatum: 204
Betalningsvillicor: 20
Crganisationsummer: 554
Leveranssat: o0
Leveranswillooe Fri
Leveransdatum: Pl
1
SIGM UP SOFTWARE AB
HALLONBERGSPLAN 5 2 TR
174 52 SUNDBYBERG
Svarige
Coding >
Produkter LY
Item DESCRIPTION "m"‘m"'qm"""" ms
1003 ggﬁé&?{ﬁa?{? 5010156380 HP HD 14508 2.
KINGSTO...  yweeTi pIAG :2::,_,“::
Item DESCRIPTION SERIENUMM
SERIENUMM
1 004 E‘ESH[?P1§8§|.BPE S0M007I472 HP BLACK TREF
HP HD 14 SOL0073350 HF BLACK SvaR
Item DESCRIPTION
1005 HP BLACK TREF
He BLAck. NO343
Item DESCRIPTION
1006 HP BLACK SVAR
He BLACKk.. NO339 2TML
Account DESCRIPTION
5710 Frakter och tran
Frakier oc..
OBS! Dustin har b
CANCEL L W
Nettobelopp
15 728,00
SAVE > [Betalninasinformation
Mottagare: Dustin AB
Betalas Mordea AE
OCR-nummer: 1007000,
vauoate| [ Fortalodatum; 200904
Summa bl moms: 19 634,00
i betaligsdrijerdl utgr Brigen
Dustin tar ut vid var th
FORWARD . ‘i fordran enligt denna faktura har
Likovicden aridggs genom ersattning b
Botairing med brfrarde verkan kan
IRAN: SEG2 3500 (099 6042 0035 3
Crigt
HOLD Du vet val att du kan s din orde
Logga in och Hicka 3 arderhistorik.
a5 om du vil 52 aka bestalkds prod
har o3t 8t under en viss period och |
REJECT °
Dustn 48
Bow 27304
102 54, STOCKHOLM
APPROVE e

Screenshot ExFlow WebDocument

SignUp Software AB
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& exflow

After approval the invoicewillbeY 2 SR (2 GKS . 2E OFttSR awSO
Central will be updated. Invoice is also sent to the next approver if such exists.

& exflow B3 = pocdate) 2 Bertil Boo
B mbox (2) Vendor Company Document Due date Amount Recent (1)
I oue r Dustin SIGNUP TEST PIN107343 4/12/2020 19,834.00 SEK]
Inbox (2)

[ T
Il onheld

Due (2)
Q  search

QUICK TIPS REPLACERS DUE

Screenshot ExFlow WebRecent

{dFddza A& y2¢ dzLJRFGSR Ay .G6KS G9ECt2¢ ! LILINR O f

° v 01 SignUpSoftwareAB » Departmants » ExFlow + Document Processing » Exflow Approval Status 8] [Searen (cutFy)
HOME | ACTIONS  NAVIGATE o
- #- O Ehgpronsl ™ e
BB GMNE D v I e 0 & & Tt
Edit View Edt | Veih  Post Cad  Show  Showal Showss  Notes ks | Refesh Clse Find
List  Changes Baich.. document approvers (] Filter on approver Chart F
Departments ExFlow Approval Status Typeto fiter (3 | Document Type ~|+ v  PDF Preview s
b Financial Management
b Sales & Marketing 0 + >
b Purchssing Docu.. . Document  VendorDocumentMo.  VandorNo. VendorName Gross Amount Cumency | Status
b Warehouse Type Ne. Code
b Manufscuring Invsice PINTO7341 38450914191 B20080  Telia Somers Sverige AB 2000 Active
ot imoice  PINIOTMZ  1TTISATER B0 Visma nezom actie
Rasource Planning Invoice PINTOT343 8039704 255833 {Dustin ] 1983400 Approved
Human Resources
b Administrstion
4 Bflow .
Dacument Processing : = :
User Agproval Document Lines -
Order Processing Elline - M Find  Fite T CloarFitr
Requisition
qua LneType Mo Name Description Cusrtity  Direct Unit Cost Defemal New Line Amaund] ExFlow Status
Reports Escl VAT Code Line Evcl, VAT -
:”“’““F‘“”“‘“ Item 1003 LOW POWER KIT - KTH... - KTH.. 1 309600 m 300808 Approved
istory/Foll
s:u: ollow Up nem 1005 HP BLACK TREFARG NO.343 HP BLACK TREFARG NO.3J43 1 23600 ] 236,00 Approved
Item 1006 HP BLACK SVART NO339 21ML HP BLACK SYART NO.339 21ML 1 31600 u} 316,00 Approved
ftem 1004 HP HD 14668 2.5¢ 10K S45 09 HOT PL.. HP HD 14668 2.5¢ 10K SA5 DP HOT BL 4 298300 w} 1196000 Approved
GAL Accourt 5710 Fraight / Frakter Fright / Frabter 1 2025 0 23929 Approved
< - >
Doc. Line Approvers. -
Line = M Find  Fiter T Clear Fier
Approv.. . Approves  Approver Group Name Comments Approval Date pproved By | Status
Order ~ Group
£ Home 10000 Ax Anders Anderszon H0T I8 AL Approved
= 20000 88 et Boo e 68 gproved
L= History
.W
Attached Files e

ScreenshotExFlow Approval Status
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29 exflow

G§SR 0 S
KS AY

0S dzLIRI

{GFrGdzaég 27F 0

CKS LY@2A0S A& y2¢6 o
T&a

@2 A0S

/ K Iy 3 Satrinistrafo®izLIR I {
lines.

°0- [ SqalpSoltwaie AB b Depstments » ExFlow b Document Processing b Exflow Approval Status. 2] [Search (ci+F3) |
HOME | ACTIONS  NAVIGATE L)
o B ] 4 ] Approval — L2
/ @ A g Il\j £  Fares Update of Purchase Document m w» &
Edit View Edt | Vety |Post Cad  Show  Showsl Show Showss  Notes Umks  Refesh Clesr  Find
Changes Batch._ document appravers. (5] Fiter on approver ¢ Chart i
Depatments ExFlow Approval Status Typetofiter (F3) | Document Type eI
I Financisl Management
I Sales & Marketing
b Purchasing Docu.. , Document , VendorDocumentMo.  VendorMo. VendorName Gross Amount Cumency  Status
b Warehouse Type No. Code
I Manufscturing Imoice  PINIOTII 33460914191 6200MD  Telia Somera Svesige AB anm Active
Jobs Imoice  PIOTM2  1TTTI3MTER U Visma 19200
Resource Planning Invoice. PIMIOT343 BOSST04 255933 Dustin 1983400
b Senice
Human Resources
I Administration
4 Eflow
Document Processing < w >
User Approval T .
Order Processing
Requisition Etine - # Find  Fiter T, Clear Filter
5 LineType Mo, Hame Description Cusntity  DirectUnit Cest Defensl  New Line Ameunt | ExFlow Status
ST Eacl. VAT Code Line AT =
History/Fellow Up tem 1003 -KTH.. -KTH.. 1 300800 n] 309600 Approved
Setup tem 1005 HP BLACK TREFARG NO.3M3 HP BLACK TREFARG NO.343 1 2600 u] 236,00] Approved
tem 1006 HP BLACK SVART NO.339 21ML HP BLACK SYART NO.330 21ML 1 31600 u] 316,00] Approved
tem 1004 HP HD 14668 2.5% 10K SASDP HOTPL... HP HD 146GB 2.52 10K 545 DP HOT BL. i 290500 u] 11980,00] Approved
G Account  5TIO Freight / Fraiter Freight / Frakter 1 2825 u] 23025 Approved
< w 5
Dac. Line Approvers -
Line = @ Find  Filer T Clear Filter
Apprev.. , Approver  Approver Group Name Comments Appreval Date Approved By Stotus
Order * Group
Q Home 10000 A8 Anders Andersson 2020-08-27 19:04 A Approved -
= 20000 BB Besil Boo w007 8U 88 Approved
L] istory
4}, Departments
H' Attached Files v

Screenshot EXFlow Approval Status

aiasSL) Aa G2

¢tKS ySEI

dzaAy3 Td

HOME  ACTIONS = NAVIGATE
E > [ Edit Document Image 6 ’“-I-ﬂ
g [T Bateh Update Posting Date
Approval _Force Update of - Verify | Post Post
Purchase Document [ Print new Purchase Quote Document  Changes Batch..
Line Functions Potng -
Depainenty ExFlow Approval Status - Typetofiter (F3) | Document Type -[2] v PDFPreview
b Financial Manzgement
b Sales & Marketing
b Purchasing Docu.. , Document _ VendorDocumentMo.  VendorMo. Vendor Name Gross Amount  Currency  Status
b Warehouse Type No.
b Manufacturing Invoice  PIN107341 35460014191 8200040 Telia Sonera Sverige AB 420,00 Active
Jobs Invoice  PINIO732 17771347802 8404470 Visma 11922,00 Active
=g, Imvoice  PINIOT343 6059704 2550334 [Dustin 1983400 Ready for posting
b Semvice
Hurnan Resources
b Administration
4 ExFlow
Document Processing [<] [T >]
U‘f”‘f”"’“' Document Lines “

Screenshot ExFlow Approval Status
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& exflow

ExFlowApproval Status History
Path:Departments/ExFlow/History/Follow Up/ExFlow Approval Status History
Invoice is now to be found in Approval Status History.

Q) )~ O SignlpSoftware 48 » Departments + ExFlow »_Histary/Follow Up »_ExFlow Approval Satus History 2
HOME | NAVIGATE @
;¢ = B ™ s ]
2 76 O B g i & & % i
Cwd | Edt View  Show Fiteron Navigate Showss  Motes Links Rehesh Ciear  fFind
document spprover + chart iter
Depatments ExFlow Approval Status History = Typetofifes (3) | Document Type -12| v PDF Preview - o
b Financial Management P—
b Sales & Marketing D ] =Tre »
b Purchasing Docu.. , Docu.. , Wendorho. VendorName Gross Amount Status Rej. On  Comments DueDate  Posting  Document Ve
b Warehouse Type Mo, Ho_ Date Date Do
b Manufacturing [Postedinv.. |PINIOTMZ 2538314 Dumtin 188400 Invviced Mo Mo 00412 AN W09 65
Jobs
Resource Planning
b Service
Humsn Resources
I Administeatien
+ Exfiow <l _ .
Dacument Processing Posted Document Lines °
= Line + # Find  Filter . Clear Filter
Order Processing H
UneType  No. Name Description Quantity  Direct Unit Cost  Line Discount % New Line Amount Ex
Requsition Exel. VAT Line Excl, VAT
Raporte em 1003 KINGSTOM BGB LOW POWERKl. KINGSTOM 8GB LOW POWER KIT - KTH... 1 3006,00 000 [] 309600 Ap
:’:’d“:‘m‘:’ tem 1008 WP BLACK TREFARGNO343  HP BLACK TREFARG NO.343 1 5800 00 [ 23600 2p
s“v: i tem 1008 HP BLACK SWART NOI3921ML WP BLACK SVART NO.333 21ML 1 31600 00 [ 316,00 4p
ftem 1004 HP HD 14668 252 10K SA5 DP H... HP HD 14668 2.5% 10K A5 DP HOTPL. 4 209500 oo [ 1138000 ap ot st g 8 g ) 42168
AR
G/LAccount  5TID Freight / Frakter Freight / Fiakter 1 2025 0w [ 23925 ap - e e =
< - >
Posted Document Line Approvers -
@ Find  Fiter Y. Clear Filter
Approver  Approver Group Neme Comments Approval Date Approved By  Status Delegated  ChangedBy  Changed Date
P to
#A Andiers Andersson HOATIM AR Approved ah 2020-08-27 19:04
&8 Bertil Boo W08 BB Approved L] 2020-08-27 19114

2y Home
L History

Attached Files B
[ Show Document 7] New

>

Screenshot ExFlow Approval Status History
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@ exflow

Automatic DiffLine

In ExFlow Import Journal whematchingPurchase Order, it is possible to detect and create Diff. Line
to G/L Accountltem or Charg (Item)automatically

' RR G9ECt2g {i}yRIFNR t dAPI6W Siaddatl ZRSEDPAN2 RE St dy RSN
Matching in ExFlow Setup.

HOME ACTIONS NAVIGATE 0
D 7 IZM ~l + D ~l 2 Goto
Q . /s = P S
View  Edit Update Clear ExFlow Create new Notes  Links Refresh Clear
Readsoft Online  Web cache column Filter
Manage Process Show Attached Page
ExFlow Setup
General 4051 v o
Faolders Database | | Wocalhost\Scannedinvoices\SignUpNAV2018_SE\OCR\ v
Doc. Creation Checks Yes | Yes | Yes |Yes Yes v
Doc. Posting Checks Yes | No | Yes [ 1000 |0 v
PO Matching FrN
Purch. Inveice applies to: |Rece|pts Lines v ‘ Automatic Difference Line
Copy Purchase Order Attachments: =] Max Misc. Charges (LCY): | 250'00‘
Auternatic ltem Charge Assignment: |Equa\ly v ‘ Propose Diff. Line: [l
Use Vendor Mo. from Matched Purchase Order: | Diff. Line ExFlow Standard Purch, Code: FRIGHT v
Require Accept of Patential unit of measure mismatch: [ Max Diff. Amount (LCY): [
Matching Delay Doc. Date(days): | ‘ Max Diff. %: |
[ 1
Screenshot ExFlow Setup
HOME ACTIONS NAVIGATE
1 Show Document Image E o — ~
X E E} €« \I\j E ~r it
Delete Card Batch Verify Import Return to Verify Batch Create Invoices/ Create Invoice/ = Refresh  Find
Documents.. Documents... Readsoft Online Document CrMemos... CrMemo..
Manage Process Create Page
Action Message Block Posting Date Document Buy-from Vendor Buy-from Vendor Name Vendor Document No. Order Mo.
Document Type No.
2020-03-23 Invaice 2550334 Dustin BOSQTDﬂ 106077
[<] ] [>]
Import Lines L]
B Line ~ % Find  Fiter % ClearFilter
Action Message Type No. Description Quantity  Direct Unit Cost  Direct Unit Cost VAT Prod. Test Lii~
Excl. VAT (Order) Posting ... Uni...
Receipt No. 107102: 0,00 0,00 0
Item 1003 KINGSTON 8GE LOW POWER KIT - KTH... 1 3 096,00 3196,00 MOMS25 a =
Item 1005 HP BLACK TREFARG NO.343 1 236,00 236,00 MOMS25 =]
Item 1006 HP BLACK SVART N0.339 21ML 1 316,00 316,00 MOMS25 =] I
Item 1004 HP HD 146GB 2,52 10K SAS DP HOT PL, 4 299500 2995,00_MOMS25 )
Charge (Item) |-FRAKT Freight Item charge 1 239,25 0,00 MOMS25 vl ]
[v]
[<] u [>]
Action Message: I[...]
Screenshot ExFlow Import journal
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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Item Charge Assignment

9 exflow

When usingCharge (ltem)assignmentan be donen three waysFrom Import Journal,

automatically or manually from Invoice Card.

Manually from Importiournal
Go ta Import Lines-> Line--> Item Charge Assignmeén

Import Lines “
[ Line ~ #% Find  Filter Clear Filter
[E5] Purchase Order Card Type No. Description Quantity ~ DirectUnit Cost  DirectUnitCost VATProd.  Test  Li~
2 Dimensions Ctrle Shift+D Excl. VAT (Order) Posting..  Uni..
-
%7 Show Approval Proposal  Ctrl+Alt+A Receipt No. 107102 000 000 O _
Show Avsilsble Termplates tem 1003 KINGSTON 8GE LOW POWER KIT - KTH... 1 3086,00 318600 MOMS25 0 =
= ltem Charge Assignment Itermn 1005 HP BLACK TREFARG NO.343 1 235,00 236,00 MOMS25
Deferral Schedule Item 1006 HP BLACK SVART NO.339 21ML 1 316,00 316,00 MOMS25
Item 1004 HP HD 146GE 2.5% 10K SAS DP HOT PL 4 205,00 299500 MOMS25
.| Charge (item) 1-FRAKT Freight Item charge 1 23825 0,00 MOMS25
v
< n >
Action Message: ‘ ‘
Screenshot ExFlow Import journallmport Lines Item Charge Assignment
Edit - Item Charge Assign. (ExFlow Purch) - F-FRAKT Freight / Diverse frakt forsalining - [= ]
Bl o acnons [2)
= ~
X [ S M
Delete et SuggestitemCharge  Refresh Find
Receipt Lines  Assignment.
Appliesto Appliesto  Appliesto lemNo.  Description Qty. to Assign Qty. Assigned Amount to Gross Weight Unit Volume  Qty. to Receive Qty. Received
Doc. Type Assign (Base) (Base)
Invoice 76 0000 1003 KINGSTON 8GB LOW POWER Kl... 025 59,81 1
Invoice 76 70000 1005 HP BLACK TREFARG NO.343 0.25 59,81 1
Invoice 7 20000 1006 HP BLACK SVART NO.339 21ML 025 5982 1
Invoice 76 90000 1004 HP HD 146GB 2.5% 10K SAS DP H... 0.25 59,81 4
< [ 5
Assignable To Assign Rem. to Assign
Total (Qty.): 1 1 0
Total (Amount): 23925 23925 0

ScreenshotItem Charge AssigiiExFlow Purch)

LetExFlow atomaticallyassigritem ChargeAddvaluehow to calculate assignmeriEqually, By
Amount, By Weight or Byolume&A Yy FAkténiatit Iteln Charge Assignmént dzy RS NJ t h

in ExFlow Setup.

s Edit - ExFlow Setup
- HOME ACTIONS NAVIGATE

R/ B @ 3

[ 4

(L

8 Y)( < Goto

_|:|-
()

4031 Ll
\Mocalhost\Scannedinvoices\SignUpNAV2018_SE\OCR\ v

Yes | Yes  VYes | Ves | Yes v
Yes No Yes 10,00 0 v
-

View Update  Clear ExFlow Createnew  Notes Llinks  Refresh Clear
Readsoft Online  Web cache  column Filter
ExFlow Setup
General
Folders Database
Doc. Creation Checks
Doc. Posting Checks
PO Matching
Purch. Invoice applies to: Automatic Difference Line
Copy Purchase Order Attachments: Max Misc. Charges (LCY):
‘ Automatic ltem Charge Assignment: Equally v Propose Diff. Line:
" Use Vendor No. from Matched Purchase Order: Nene Diff. Line ExFlow Standard Purch. Code:
Require Accept of Potential unit of measure mismatch: | Equally Max Diff. Amount (LCY):
Matching Delay Doc. Date(days): By Amount Max Diff. %
Matching Delay Due Date(days): By Weight Receipt
Matching Tolerance Unit Cost %: By Volume

ScreenshotExFlow Setup

Auto Retrieve Receipts:

Receipt No. Mandatary: Item

250,00)

FRIGHT v
250,00)
10,00]

[

If Automaticallyltem Chargedssignment is used;harge (Item) will bassigred when running Verify
Changes in Approval Statasd it is ndonger possible to assign manually from Import Journal

SignUp Software AB
Org. nr: 55657®721

Evenemangsgatan 2C
SE169 79 SolngSweden
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Requisition
Path:Departments/ExFlow/Requisition

& exflow

Requisition management in ExFlovel\makes it possible, without access t&WBusiness Central
to create aRequisition get this approved, and finally get a purchase order in the system. This
purchase order can then l@inted orsent by email to the supplier.

Normally theRequisitionhandling idnactivated in ExFlow

i Requisition - N
e v ‘ SignUp Software AB » Departments » ExFlow * Requisition »
BEPEEELS Requisition

Requisitions are not activated please contact your ExFlow partner if

ExFlow Delivery Addresses
ExFlow Purchase Header Mappings
ExFlow Dimensions-G/L Mappings

Human Resources

k3

Administration
4 Exflow

Document Processing Administration
User Approval Setup

Order Processing ExFlow Requisition Setup
Reports

Periodic Activities
History/Follow Up
Setup

I Financial Management

> Sales & Marketing Lists

I Purchasing Documen

i :::::::;E;ing 5 you want to activate the functionality.
Jobs ExFlow Order Status
Resource Planning Setup

I Service ExFlow Requisition Rules

Screenshot ExFlow Requisitiodenu

To activatedRequisitionsgo to ExFlow Requisitioregip.

E HOME

E D ~ Y = Goto
Q o & X
View  Edit Notes  Links Refresh Clear
Filter
Manage Show Attached Page

ExFlow Requisition Setup

General
Requisition:
Create One Quote per Requisition Line: [ ] Requisition Nos.

Set blank Currency to LCY (Requisitions): O

Screenshot ExFlow Requisition Setup

SignUp Software AB
Org. nr: 55657®721

Evenemangsgatan 2C
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Central Rrtner.

& exflow

Inbox (14)

Due (12)

Future (1)

Recent (4)

©n hold (1)

Approved (1)

Sent

Pending

Rejected

Archive

Draft:

w

Screenshot ExFlow WebRequisition

Company

Vendor

How to create d&equisitionin ExFlow \Wh:

Add Vendor information antines for what to order. Click Save button to seaduisition for
approval

Screenshot ExFlow Web Requisition Document

SignUp Software AB
Org. nr: 55657®721

Evenemangsgatan 2C
SE169 79 SolngSweden

9 exflow

Also changés neededn the web configuration with help frorBigriup Softwareor your Business

Date Amount

Phone: +46 8 567 800 00
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& exflow

The Requisition is now to be found in ExFRequisitionsn Business Central
Path:Departments/ExFlow/Requisition/Documents/ExFlow Requisitions

HOME | ACTIONS  NAVIGATE (]
o = i
s @ax =+ =) 1 © % M
Edit View Delete  Create Quote Show  Show as Note Links: Refre: Clear Find
Batch... as Li hart Filter
Manage Process Vi Show Attached Page
ExFlow Requisitions [ Typetofiler (F3) | Error Message IR

No fifters applied

Error Message Docu.. , Docu.. , Assigned  VendorNo. VendorName Project No.  Comments
Type No. Purchasi..
Requisition  GAIFFFDE-... SUSS 10000 Postmaster AB New Desk

Close.

Screenshot ExFlow Requisitien

View to see all lineandedit, if needed, before creatintpe Purchaseéuote

HOME ACTIONS NAVIGATE

~

[a X

Edit  View Delete
Manage

100060

General

Document Type:
Document No.:
Vendor Mo.:
Created Date:
Posting Date:
Document Date:
Due Date:

Project No.:

Create
Quote

Process

&

Notes  Links

Show Attached

~

Refresh Clear

T

Filter

Page

|Requisit\on

Status:

| BA3FFFDE-FF97-4D01-

Predefind Posting No.:

[10000

Vendor Document No.:

2020-11-20 v

[

Currency Code:
Vendor Name:

Comments:

[

|Po;tmasterAB

|Naw Desk

Assigned Purchasing Group: |SUSS

1D:

ExFlow Delivery Address ID:

Expected Receipt Date:

L

Document Lines
# Find
Line Type No.

Line -

G/L Account 3410
G/L Account 5410

Filter

T Clear Filter

Name

Forbrukningsinventarier

Farbrukningsinventarier

Description

Fright Cost]

Quantity

1
1

Direct Unit Cost

1500,00
500,00

L

Screenshot ExFlow Requisitio@ard

a A0
from card.

& / NBIH (iidmeéRittirédn the list view, oopen andclickond / NB | S v dz2 (iS¢

Phone: +46 8 567 800 00
www.signupsoftware.com
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s exflow

ThePurchaseuote is automatically released arappears in ExFlow Approval Statitss now ready
for approval on ExFlow WebTemplate Ruleare added automatically.

Users who created thRequisitionQuoteare automatically added as first approveo be able to
select separate Template Rules.

If the Quote is Inactivemanuallyaddapprovers ofTemplate Rulen linesfrom the Document Card.

PDF is created frofReportsin Requisition Setup.

(] ExFlow Approval Status - Microsoft Dynamies NAY client - connected to Dynamics 365 Business Central - | o i
Q) )* [T SanUpSoftwre 4B + Deperiments » EsFlow » Document Processing »_flow Approvel tatus 2| [s
Bl ro | actons  mavea 7]

Y= BN = r~

S QbEs @& | e o K Vu ith

Bit View Eft  Vedy Pox Cud Sho Showss | Notes Lnks | Rehesh Clesr Find

Lst  Changes B docum Finer
v w4 » | =][a] [

cronus?

Inképsaffort |

omments Approval Date Approve

Signlp Scftware A den 23 november 2020 NAVEXFDEMOVADMINISTRATOR

Screenshot ExFlowApproval Status

When the Quotds approveda PurchaseOrder will be createdand releasecutomaticallywhen
NHzy yAy3a a+SNRAFe / KIy3aSa¢

The approval will beransferredfrom Quote to Purchase Ordand can be found in ExFlow Order
with status Approved

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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-9 exflow

ExFlow Order Status - Microsoft Dynamics NAY client - connected to Dynamics 365 Business Central [ = | =
G + | SignlpSoftware AB » Depatments » Eiflow » Requisition » Documents » ExFlow Ordes Status 2| [ search
Bl ov: oo naviean %]
L ~l
e o & \Y)< i
Notes Links  Refresh Clear F
Fiter
ExFl rder Status ~|%| v  POF Preview
“a 4k » of1 *+ = 6
o Docu N dor Nam mount Rec. Rej. On  ErorMesssge Comn
v s t Ha o=
O 106054 10000 Postmaster a8 250000 Approved [0 Ne No cronu \"‘l
| Document Line Ord
3
Line = b Find  Fi =1
LineType N N Descriptior tty  DieectUnit Cost  LineDi o = -
Excl, VAT ne
G/L Account 3410 1 150000 000 [
[ nt 5410 Frbruk Fright Cost 1 500,00
P 2pp Appraver Group N Comments Approval Date Approved By Status Delegated  Under Creat
Order Group to revi,
A Home 10000 CC Cecilia Cederbaum WD CC Approved NAVEX ——
- 20000 EE Erik Ex on 2020-11-2411:41 EE Approved NAVEX) —— T —— - ———a
A Hstory =5 = S
3}, Departments

SignUp Software AB  den 24 november 2020 NAVEXFOEMOVADMINISTRATOR

Screenshot ExFlowOrder Status

It is also possible to auto ap

O2yySOGSR G2
ExFlonwQuote Appro

Approval Status as Inactive.

prove Invoices thia already approvedn the Purchase Ordéfr

select separate Template Rules.

Quantity and Amount is within ExFlow Setup differendadivated ! dzii 2 ! LILINE @S Ly @2 A OS
I LILINE SR t dzNOKFaS hNRSNE Ay wSldz aAa
val
ExFlow Requisition Setumeeds to be activatetbr & t dzNJKidte3ABprovat.
When creating a Purchase Quate LJLIN®II @eSattivated and the document will show in
Users who created thRequisitiorQuote are automatically added as first approver, to be able to
dzZNOKF &S vdz2 S F2NJ ! LILINEglvisiblet KS v dz2 (

¢2 aSyR GKS t

ExFlow Approval Status and current approvervglable to approve the Purchase Order on ExFlow

Web.

SignUp Software AB
Org. nr: 55657®721
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s exflow

s Edit - Purchase Quote - 1013 - Dustin l;‘i-

- HOME ~ ACTIONS  NAVIGATE (2]
=] E =F T & Co 5
B 8 B af P oDl & @R 8%
7 New T Approvals o 4 Previous
View Make _ Copy Send Approval Print.. Send..  Statistics Dimensions ~ Release | Vendor  Notes Links | Refresh Clear
XDelete | Order Document Request ) Attachments Filter P Next
1013 - Dustin
General 4 Attachments Ll
Vendor Name: Dustin ] VendorShipment Nos [ Documents:
Contact v] [ Approve Vendor Statistics N
Document Date: 2020-11-24 v Requisition No.: |
Vendor No:
Order Date: 200-11-24 v Approval Status Inactiv Balance (LCY):
Requested Recapt Dete " Gross Invoice Amount: | 0,00) Outstanding Orders (LE):
Amt. Red. Not Invd. (LCV):
v Showmorefielgs  Outstanding Invoices (LCY):
Total (LCY):
Lines ~  Overdue Amounts (LCY) as .
& Selectiterns Functions + [ Line - @ Find  Fiker 7. Clear Filter e e Tt oo
Payments (LCV): 0,00
Oty.to Assign  Qty. Assigned  Department  Project Code Customerg... AresCode  Businessgr.. Salescampa.. App..| First Approver Templste  Applied 2 o
Code Code Code Code Rule Templat... e
=|  LestPaymentDate
] ADM ADMINISTRATOR ADM
0 ADM ADMINISTRATOR ADM Buy-from Vendor History ~
Vendor No:: 2559334
¥ Quotes: 1
< mn >
Blanket Orders:
Subtotal Excl. VAT (SEK): 1736,00 Total Excl. VAT (SEK): 173600 Orders: 19
Inv. Discount Amount t (SEK) 0,00 Total VAT (SEK): 434,00] Invoices: 10
Invoice Discount %: 0 Total Incl. VAT (SEK): 2170,00 KOs N
Credit Memes:

v Pstd. Retum Shipments:
Pstd. Receipts: i

Invoice Details

Shipping and Payment
Pstd. Invoices:

Foreign Trade Pstd. Credit Memos: 0 |y

ScreenshotPurchaseuote

It is possible tdReopen, make changes and Release agapending on ExFlow Setup an®ifote is
approved, Restart Route might be needed.

When the Quote is approved Purchase Order will be created and released automatically when
NHzy yAy3a a+SNAFe / KIy3aSaéo

The approval will be transferred from Quote to Order and can be found in ExFlow ®adeswith
status Approved.

It is also possible to auto approve Invoices that are already approved on the Purchase Order if
Quantity and Amount is within ExFlow Setuffedences Activated ! dzii 2 ! LILIN2 @S Ly @2 A
O2yySOGSR (2 ! LIWINRPOSR t dz2NOKFaS hNRSNE Ay wSldza

Q

ExFlow OrdeApproval
ExFlow Requisition Setup need to be activatedifar dzZNOKF &S h NRSNJ ! LILINE @I f ¢ @

When creating a PurchaseNR S NJ & ! Lhgs@v@tEdéandahke locument will show in Approval
Status as Inactive.

Users who created the Requisiti@uote are automatically added as first approver, to be able to
select separate Template Rules.

To sendhe Purchase Order for Approval the orderedsii 2 0 S awSft il BeSistolei® b2¢ Al
ExFlow Approval Status and current approver will be able to approve the Purchase Order on ExFlow
Web.
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9 exflow

P Edit - Purchase Order - 106083 - Dustin l;‘i-
- HOME  ACTIONS  NAVIGATE [2]
@ E[® Copy Document. [ Release | [if Post. J Dimensions (5) Comments 1y Send. & Vendor Notes £ Refresh 4 Previous

L) [&Create Inventory Put-away/Pick.. ~ ¢§Reopen  &EgPostand Print.  [J)Statistics [ Attachments o  EPrint.  [ElReceipts [ Links T Clear Filter b Next
View ) e jusy Send Approval —_—
> [ Get latest coding from vendor [ Preview Posting | 7 Approvals Request [ Invoices 3 Goto

106083 - Dustin

General a o
Vendor Name: Dustin v|  Vendor Shipment No. [ |
Contact: vl Gross Invoice Amount: | 54 mn,nn|
Note of Goods: ‘ Inward Registrated:
Document Date: 2020-09-14 v Status: [Released v]
Vendor Invoice No.: * | Approve:
Approval Status: Active

v Show more fields
Lines &

¥ Selectitems.. [ Line - 7 Functions = [ Order - @ Find  Filter Clear Filter

Type No Description Quantity Location Direct Unit Cost LineAmount VariantCode  Gen.Prod.  Applied  Department  Qty.to|_
Code Excl. VAT Excl. VAT Posting Templat..  Code ==
Item 1003 KINGSTON 8GB LOW POWER KIT - KTH... 14 3096,00 43344,00 DETALI DUSTIN
v
< [0 >
Subtotal Excl, VAT (SEK): 43 344,00) Total Excl. VAT (SEK): 43344,00)
Inv. Discount Amount (SEK): 0,00) Total VAT (SEK]: 10236,00
Invoice Discount % [} Total Incl. VAT (SEK): 54180,00
Invoice Details v
Shipping and Payment Dustin v
Foreign Trade v
Prepayment ~
Prepayment % ‘ 0 Prepmt. Payment Discount % | 0|
Compress Prepayment: Preprt. Prt. Discaunt Date: | v “

ScreenshotPurchase Order

It is possible tdReopenmake changes and Releaagain. Depending on ExFlow Seauml if order is
approved Restart Routenight be needed.

It isalsopossible to auto approve Invoices that are already approved on the Purchase Order if
Quantity and Amount is within ExFl@®etup differenced. OG A @I 4 S & ! dzi2 ! LILINB S L\
O2yySOGSR (2 ! LIWINRPOGSR t dz2NOKFaS hNRSNE Ay wSldziaAa

When the order is fully invoiced the Order Approval will nibt@ExFlow Order Status Histamhen
usingBusines<entralStandardunctiond 5 St S S Ly A2 OBRA WNRPNRaS S¢ 2y
Order, this will also delete approval history.

[ sl Purchase Orders - Microsoft Dynamics NAV client - connected to Dynamics 365 Business Central
° ¥ [0 SignUp Software AB » Departments » Purchasing » Ordler Processing » Purchase Orders

Bl vov: | acrons | navieate

IE# ; ﬁ;ﬁ x L"i I;Dj’ T L‘ E)\ &iPost and Print..

i Post Batch...
Print.. Send.. Ic elete Send Approval Create Whse. Create Inventory Put-  Test  Post. Preview
Purchase Order| Invoicad Crdrs Request Receipt away/Pick.. Report... Posting

ScreenshotPurchase Order List
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Path:Departments/ExFlow/Reports

ExFlow Approv&hatus

This report shows all théocumentsthat are pendingfor approvalandnot yet posted. Use.qg.filter
on due date to sedocumentsfor aspecificperiod. Inthe tabdOptiong selectwhichdocumentsto

print.

BE oo
)S

Clear
Filter

Options

Print Details:

All:

Inactive:

Active:

Approved:

Ready for posting:
On Hold:
Rejected:

For Purchase Orders:
Received:
Invoiced:

Amount to use:

Reduce order amount with matched open invoices:

Retrieve Lines From:

Invoice lines matched against purchase order:
Only include G/L Lines:

Exclude Non Approval Lines:

Currency Rate Based on:

Journal Line Integration:
Purchase Header

Approval Group

ScreenshotReport- ExFlow Approvéstatus

SignUp Software AB
Org. nr: 55657®721

00 gooor’Ooox

Order Amount

O

Purchase Line

All

0

Today's date

Evenemangsgatan 2C
SE169 79 SolngSweden

9 exflow

Edit - ExFlow Approval Status
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9 exflow

Book Preliminary Costs

This report can also be used to filG@neral Journadkith entries that can be postetd book
preliminary costs (per Purchasing) flmcumentsnot yet finally certified. In the example below, the
following will occur:

9 For allActive(i.e. still out for approval) document lines of ty@£L Accounta record is

created in theGeneraldurnal and default batch.

The line will have th@osting [te set t02020-01-31.

1 The G/L Account number will be added from the purchasing line and the balance faflthe
Account will be set t®445

1 There will also be created a reverse posting witistingdate 202002-01 on thesameG/L
Account but with opposite signs.

1 All linesthat have aDeferral $rt Date set for accrual after 20201-31 will not be included.
This is because the fietd9 E Of dzZRS t SNA2RAO fAySa gAidK
checked.

=

{GF NI A

Edit - ExFlow Approval Status I;‘i- Edit - ExFlow Approval Status \;li-

Amount to use:

Reduce order amount with matched open invoices:

Retrieve Lines From:

Order Amount v
O

Fixed Dimension Code 1:
Fixed Dimension Value 1:
Fixed Dimension Code 2:

Fixed Dimension Value 2

Invoice lines matched against purchase order: All v
Only include G/L Lines: Override G/L Account from Purchase Line:
Exclude Non Approval Lines: O Override G/L Account:

Currency Rate Based on:

Journal Line Integration:
Purchase Header

Approval Group

Today's date v

-
-

-

Print... '|| Preview || Cancel

Screenshot Report- ExFlow Approval Status

SignUp Software AB
Org. nr: 55657®721

Exclude Periodic Lines with Starting Date after Posting Date:

Post remaining periodic balance to separate account:
Account for Periodic Amount:
Posting Option for [tems:

Post journal:

LY

ACTIONS o/ Il ~crons o

b T

Clear Clear

Filter Filter

Options & Journal Line Integration: |
Print Details: [ T
All: O i Journal Template Name: REDOV v
RSt | Journal Batch Name: STANDARD v
Active: T
e Posting Date: 2020-01-31 v
Approved: O
Ready for posting: O Reversal Date: 2020-02-01 v
On Hold: O Balancing Account: 2445 v
Rejected: O | Document No. from : No. Series from Journal v
For Purchase Orders: Description to use: Purchase Line Descri..
Received: O .

Copy Dimensions: Never

Invoiced: O H

v

Print... '|| Preview H Cancel ‘

Screenshot Report- ExFlow Approval Status

Evenemangsgatan 2C
SE169 79 SolngSweden

Phone: +46 8 567 800 00
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Other Journal Line Integration Settings

Options

Only Include G/L Lines:

Only include G/L Accounts in ti@eneral durnal suggestion. If not selectedl line types will be
included.ltemswill be replaced by a G/L Accosnthich is selected based on General Posting
Setups.

Exclude Non Approval Lise

Leaving this option unselected will includelaitoice$Credit MemosandLines not onlyin ExFlow
Approval Stata Selecting this option will ensure that only ExFlow generatedice/Credit Memo
Lines will be included.

Currency Rate Baskon:

Invoices/Credit Memo&d Yy 2 1 KSNJ OdzZNNBy OeQa GKIy @2dzNJ [/, yS
Today® date: Currenc EOKI y3S NI} GS A& OFt OdzA I SR olaSR 2y
Documenf @ostingdate: Exchange rate is calculated based on each source documents posting date.
Currencyfactorfrom purchase headerThe (existing) Exchange rate from the source document is

used.

SR
lj

Journal Line Integration
Copy Dimensions:
Copy dimension to the suggest&gneral durnal lines from source documents.

Override G/L Account fronfPurchaseline:

The blank option will suggest the Gitcount from the source purchase line.

Always Replace all G/IAccounts with theG/LAccount select below.

WhenLinehasthe PredefinedAccount Only replaceG/L Acounts fromGeneral Posting Setup in
field Purch Accaunt.

Override G/L Account:
TheG/L Acount used for the setting above.

Exclude Perioditines with Starting Date after Posting Date:
Yes Lineswith Deferral art Date afterPosting Datevill not be included.
No: All Deferral posting will dacluded.

Post remaining periodic balance to separate account:
Post remaining periodic amountiie to Deferral Templateto the G/L Acount selected below.

Account for Periodic Amount:
TheG/L Acount used for the setting above.

Posting Option for Items
Options are Full or Inventory Account Only.

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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EX Approval Status

[W]« 1 of 1 & B H- | 100% . Find | Next
\Approval status 2019-03-25 1132
SignUp Software AB Page 1
MAVEXFDEMOWDMINISTRATOR
Doc. No. Vendor HNo.  Vendor name\Description Outstanding Due date Status Current approver
Type Ho. amount
In 1036 2559334 Dustin 139,25 20110412 Active
5710 Freight / Frakter 139,25
In 1042 2559334 Dustin 139,00 2020-03-20 Active
5710 Freight / Frakter 139,00
Total Inactive 0,00
Active 278,25
Approved 0,00
Completed 0,00
Hold 0,00
Rejected 0,00
278,25

ScreenshotReport- ExFlow Approval Status

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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Approval Documents

The Report Approval documents show documents grouped by approver. The report can also include
documents which have been postdtlis possible to use this report to show documents with only

one approver. This report can be exported to Excel

ACTIONS
YK

Clear
Filter

Page

Saved Settings

Options

Display Lines with only one Approver:
Display Lines where Approver differs from Approved By. [ ]
Start Date: ‘2019-01-01

End Date: ‘2019-03-31

Approval Group

Show results:
* Where Code ~ is Enter a value.

4 Add Filter
Posted Approver

Show results:

X Where Status < is Approved

X And Document Type ~ is Select a value

“

|Print... @ Preview H Cancel |

ScreenshotReport- ExFlow Posted Approval Documents

_

Posted EX Approval Documents
Hl4 1 of 1 » M |®| &E @=-| 100% - Find | Next
Approval Documents 2019-03-25 12:43
SignUp Software AB Page 1
NAVEXFDEMOWDMINISTRATOR
cc Cecilia Cederbaum
Document type Document  Vendor No./Description/Comment Line Amount Duedate Vendor Document No.
no.
Posted Invoice 108038 2559334 80,00 2019-02-11879789789579789
5710
Dustin
ads asd
Posted Invoice 108039 2559334 80,00 2019-02-11123456789
1000
Dustin
Automatiskt maichad av systemet

ScreenshotReport- ExFlow Posted Approval Documents
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Outstanding Documents
This report can be used to sependocumentsfor one specifior severalApprovalGroups.

ACTIONS
Y?‘(

Clear
Filter

Page

Options

Currency Rate Based on:

Show Line Details: ]
All:

Inactive:

Active:

Approved:

Ready for posting:
On Hold:

Document Line

Sorting: D~ &f

Show results:
<~ Add Filter

ScreenshotReport- ExFlow Open Documents

Outstanding Documents
Kl4 1 of 1 » M & B wH- | 100% - Find | Next
Applied Filters: Taday's date, All Active, Inactive, Approved,Ready for posting,On Hold
Document Type: Invoice
D D Vendor D Vendor No. - Vendor Name ~ Gross Amount Gross Due Date Posting Date ~ Line Type MNo. Description Line Current
No. Status No. Amount Amount  Approver
(Lcy)
1035 Readyfor 5004542222015 10000 - Postmaster AB 1975 197500 20200310 2020-02-10 Item 70000 Sidopanel 1580 Approved
posting
1036 Active 6059704-2001 2559334 - Dustin 19834 1983400 20110412 20110323 ftem 70061 KINGSTON 3196 cc
8GBLOW
POWERKIT- KTH-
XWB6TLP/3G
1036 Active 6059704-2001 2659334 - Dustin 19 834 1983400 20110412 2011-03-23 ltem 70063 HP BLACK 236 cc
TREFARG N0 343
1036 Active 6059704-2001 2659334 - Dustin 19 834 1983400 20110412 2011-03-23 ltem 70064 HP BLACK SVART 316 Approved
N0.339 21ML
1036 Active 6059704-2001 2659334 - Dustin 19 834 1983400 20110412 2011-03-23 ltem 70062 HP HD 146GB 2 5% 11980 Approved
10K SAS DP HOT
PLUG
1036 Active 6059704-2001 2559334 - Dustin 19834 1983400 20110412 20110323 GIL 5710 Freight /Frakter ~ 139.25  Approved
Account
1037 Readyfor 5004542222014 10000 - Postmaster AB 770 770,00 20200310 2020-02-10 ltem 70000 Sidopanel 200 Approved
posting
1037 Readyfor 5004542222014 10000 - Postmaster AB 770 770,00 20200310 2020-02-10 ltem 70002 Bas 416 Approved
posting
1039 Readyfor 5004542232016 10000 - Postmaster AB 943 943,00 20200310 2020-02-10 GIL 5710 Frakt 139 Approved
posting Account
1038 Readyfor 5004542232016 10000 - Postmaster AB 943 943,00 20200310 2020-02-10 ltem 70000 Sidopanel 200 Approved
posting
Screenshot Report- ExFlow Open Documents
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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ExFlow RénvoiceCustomer Report

This reportcanbe used to see purchase lines that should bémeiceto Customer.
Enter From Date and To Date.

Filter dates are selecting fro@ocument Date on Purchase Documents in ExFlow Approval Status
and ExFlow Approval Status History.

Edit - ExFlow Re-Invoicing Customer |;‘£-
Bl cons L)
S

Clear
Filter

Options A

From Date: |ZDZD-DE-D‘I v |

To Date: |2020-Ds-31 v |

Company “~

Sorting:  MName ¥ Z'l'

Show results:
=+ Add Filter

Print... '|| Preview || Cancel

ScreenshotReport- ExFlow RénvoicingCustomer

The report includes all invoices withJR®oiceto Customer.
From ExFlow Approval Status widlocument Type Invoice or Credit Memo without any filter on
status and from ExFlow Approval History with document type Posted Invoice or Posted Credit Memo.

ExFlow Re-Invoicing Customer

T of 1 & B E- | 00 - Find | Next

Customer Invoice Entries
SignUp Software AB

2020408-11 10:47
Fags

NAVEXFDEMOWDMINISTRATOR

Re-Invoicing Re- Re- Re-
Document Customer Re- Invoicing Invaicing Invaicing Joh Task
Document Type No. Line No. Mo. Invoice Code Start Date Amount Job No. Mo.
SignUp Software  Posted Inwoice 108106 10000 45282825 es 1 500,00

ScreenshotReport- ExFlow RénvoicingCustomer

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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ExFlow Number of Documents

This report caibbe used to see the number of ExFlow documents per Company and the number of

Approvers per company.

Edit - ExFlow Number of Documents | = | © [I5¢H|
- ACTIONS o

T

Clear

Filter

Company ~
Sorting:  Mame + ?.L'

Show results:
= Add Filter

Print... v|| Preview || Cancel

ScreenshotReport- ExFlow Number of Documents

Number of ExFlow Documents

“9 exflow

1 of 1

Number of ExFlow Documents

&0 -

\ICompany in database:

100%

Last Year

18-01-01.18-12-31

Find MNext
2019-03-25 14:51
Page 1
NAVEXFDEMOWDMINISTRATOR

Current Year

19-01-01..19-12-31

SignUp Software AB

ScreenshotReport- ExFlow Number of Documents

SignUp Software AB
Org. nr: 55657®721

Evenemangsgatan 2C
SE169 79 SolngSweden

Number of documents 0 10
Mumber of approvers 0 2
SignUp Software NAV

Mumber of documents 0 0
Number of approvers 0 0
Total:

Number of Documents for all companies 0 10
Number of approvers for all companies 0 2

Phone: +46 8 567 800 00
www.signupsoftware.com
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Search ExFlow Documents

This report can be used for searching documents for different criteria. By choosing different filter
user can find both Posted documents afsctive.To be able to search user need to have at least two
FAfGSNY 5SFddzZ i Aa a/2YLI ye

When auserhasenterellA f G SNJ LJdza K &! LJILJ & CAf GSNE (2 akKz2g¢g (K.

Screenshot ExFlow Search Documents
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