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Introduction 
 

ExFlow Business Central is a built-in AP and invoice process automation module for Dynamics 365 

Business Central. 

 

ExFlow automates and enhances the end-to-end invoice process: from scanning and data capture, 
through data import and validation, pre-coding, invoice matching, approval workflow and final 

posting to archiving and follow-up. 

 

With ExFlow, Accounts Payable get full control and transparency of the invoice process. 

 

ExFlow is built-into Dynamics 365 Business Central, AP staff continue to work in their familiar 

Business Central environment with entry and invoice processing. 

 

End-users do not need to work in Business Central to approve invoices. Approvers will receive 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 e-mail. The email will 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 original Invoice. 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 invoice, it automatically moves on to the next person or group in the 

selected Approval flow. 

 

At all times, admins have full control of the invoice process and can cancel or change the approval 
flow. Search abilities and statistics provide historic views and analysis of the 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 installed, and basic settings 

have been made before using this. 

 

For specific questions, please contact ExFlow support at https://support.signupsoftware.com 

 

  

https://support.signupsoftware.com/
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Overview of the Invoice Process Workflow 
 

 

 

 
 

 

 

1. Scanning and data capture - ExFlow support all types of invoices including paper, pdf and 

other electronic formats. Incoming paper invoices are scanned and imported into an 
electronic workflow using ReadSoft (or a similar OCR-solution). Electronic invoices 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 or added manually. 

3. Pre-coding - ExFlow provides intuitive pre-coding 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 orders, contracts and/or goods receipts to determine how the invoice 

should be processed. ExFlow supports standard Dynamics 3-way matching. 

5. Approval workflow - For expense invoices or if a purchase order invoice does not match or 
discrepancies are identified, it is sent for approval. The workflow is suggested based on pre- 

defined Template Rules. These rules can be based on supplier, accounts, dimensions, amount 

limits, etc. ExFlow also supports position hierarchies. For invoices needing approval, 
approvers are notified through email to ensure rapid turnaround. 

6. Final posting and archiving - Approved 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. At any 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 invoices in the 

invoice process. They can also access historic data for every invoice from their Dynamics 365 

Business Central workspace. All data is processed in real-time ensuring that financial reports 
always have correct figures. 
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ExFlow Setup 
ExFlow User Information 
To be able to log in to ExFlow Web άExFlow Usersέ need to be created. 

Adding a new user will automatically create an Approval Group with the same name. 

 

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

Directory) and Import ExFlow Users from Excel. ¢ƻ άLƳǇƻǊǘ ŦǊƻƳ 9ȄŎŜƭέ ǳǎŜ ǘƘŜ ǎǘǊǳŎǘǳǊŜŘ 9ȄŎŜƭ 

spreadsheet. It is provided by SignUp. 

 

Add a New 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.g. lars) names. 

If ExFlow User is Admin User Id needs to be the same as Business Central User Id. 

 

User Name: Add Approvers full name. 

 

Superior: Yes for Administrator working with ExFlow in NAV/Business Central. No if ExFlow User is 

only Approver on ExFlow Web. 

 

Email address: Email address ExFlow will use for communication with approvers, i.e. reminders if 

approver have documents to approve. 

 

Web User Right Level: All ExFlow Users need a Web User Right Level for ExFlow Web. 

Note that it is possible to make changes in ExFlow Permission Setup. 

 

¶ User: Approver can Approve, Reject, or set a document On Hold. Access only to documents 

where user is included in approval flow. No changes in coding is allowed. 

¶ Power User: Same permission as User. 

Add and Forward to other Approver. 

Adding or changing in coding is allowed i.e. G/L Account or Dimensions. 

¶ Super User: Same permission as Power User. 

See all approved documents in ExFlow History. 

¶ Admin: Same permission as Super User. 

But can also do some changes for all Approvers in ExFlow Web. 

 

Coding Rule: If an Approver should be able to do changes in coding on document line in ExFlow Web, 

ExFlow User Coding Rules can be used to decide/restrict what values he/she can select. All Approvers 

need a Coding Rule. 

 

Dimension Filter: Will 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. 
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Related Purchaser Code: Add Purchaser to send reminder if Purchase Receipts is missing. This also 

requires ExFlow Email Setup. 

 

Blocked: If Approver is blockedΦ wŜŀŘ ƳƻǊŜ ǳƴŘŜǊ ά!ǇǇǊƻǾŜǊ ƭŜŀǾƛƴƎ ǘƘŜ /ƻƳǇŀƴȅΩΩ. 

 

Previously Replaced by User: If Approver is blocked. Read more under ά!ǇǇǊƻǾŜǊ ƭŜŀǾƛƴƎ ǘƘŜ 

CompanyΩΩ. 

 

Check max approval amount (web): {ǇŜŎƛŦƛŜǎ ƛŦ 9ȄCƭƻǿ ǎƘƻǳƭŘ ŎƘŜŎƪ ǘƘŜ άaŀȄ !Ƴƻǳƴǘ ŦƻǊ Ŧƛƴŀƭ 

!ǇǇǊƻǾŀƭέ ƻǊ ƴƻǘ. 

 

Max Amount for final Approval (Web): This is the total amount ExFlow User can Approve. Only for 

safety when adding an Approver in Template Rule by mistake. 

 

 
 Screenshot - ExFlow Users 
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Add a Replacer During Vacation Time 
Path: Departments/ExFlow/Setup/Users/ExFlow User Setup 

 

When a user is absent or on holiday a replacer can be assigned who can handle his/her documents. 

Click άAdd Replacerέ. 

 

 
Screenshot - ExFlow Users Replace Icons 
 

{ŜƭŜŎǘ ǘƘŜ ǳǎŜǊ ǘƘŀǘ ƛǎ ǘƻ ōŜ ǊŜǇƭŀŎŜŘ ƛƴ ǘƘŜ ά!ǇǇǊƻǾŜǊέ ŦƛŜƭŘ ŀƴŘ ǘƘŜƴ ŀŘŘ ǘƘŜ ǊŜǇƭŀŎŜǊΦ A user can be 

replaced in a single company or all companies. Remember to always set a start and end date.  

Go to: Home --> Process --> Add Replacer (In ribbon). 

When all information is filled in complete by click: Home --> Process --> Add Replacer (In ribbon). 

 
Screenshot - ExFlow Replacer 
 

The replaced user can still approve even if there is a replacer in place. Both can approve. Both will 

receive email notifications. 

 
Screenshot - ExFlow Approval Group Card 
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Approver Leaving the Company 
Path: Departments/ExFlow/Setup/Users/ExFlow User Setup 

 

Select the user that is leaving. 

Go to: Home --> Process --> Block/Unblock User (In ribbon) 

 

 
Screenshot - ExFlow Users Replace Icons 
 

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

{ŜƭŜŎǘ ǘƘŜ ŎƘŜŎƪōƻȄ άwŜǇƭŀŎŜ IƛǎǘƻǊȅέ ǘƻ ƎƛǾŜ ǘƘŜ ƴŜǿ ǳǎŜǊ ŀŎŎŜǎǎ ǘƻ ǘƘŜ ōƭƻŎƪŜŘ ǳǎŜǊǎ ƘƛǎǘƻǊƛŎŀƭ 
documents. 

{ŜƭŜŎǘ ǘƘŜ άwŜǇƭŀŎŜ ¢ŜƳǇƭŀǘŜ ŀƴŘ /ƻŘƛƴƎ wǳƭŜǎέ ǘƻ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǊŜǇƭŀŎŜ ǘƘŜ ōƭƻŎƪŜŘ ǳǎŜǊ ƛƴ ŀƭƭ 
existing rules. Or create/change in templates and rules manually according to the situation. 

 

 
Screenshot - ExFlow Block User 

 

To see Blocked users in ExFlow User List,  

Click: Home --> Process --> View Blocked (In ribbon) to clear filter 

ά.ƭƻŎƪŜŘέ Ƙŀǎ ōŜŜƴ ǘƛŎƪŜŘ and Replacer is showing. 

 

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

 

To reinitiate an approver who has been blocked. 

Click: Home --> Process --> View Blocked (In ribbon) to show all users.  

Select and Click: Home --> Process --> Block/Unblock User (In ribbon) 

 

 
Screenshot - ExFlow Users Replace Icons 
 

Click άYesέ on the question Unblock. 

 

 
Screenshot - ExFlow Block Users 
 

The returned user must now manually be added in Templet Rules and Coding Rules again iŦ άwŜǇƭŀŎŜ 

¢ŜƳǇƭŀǘŜ ŀƴŘ /ƻŘƛƴƎ wǳƭŜǎέ was used when Blocking the user. 
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ExFlow Approval Group 
Path: Departments/ExFlow/Setup/Users/ExFlow Approval Groups 

 

Create a New Approval Group 
As mentioned in New User, Approval Groups are created automatically 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 one or more users. 

 

Only one user in this group can approve, but all users will receive and can find the document in 

folder Recent on ExFlow Web. 

 

 
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. 

 

 
Screenshot - ExFlow No User Groupe Lines 
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ExFlow Template Rule 
Path: Departments/ExFlow/Setup/Users/ExFlow Template Rules 

Create a New Template Rule 
To automate/simplify the selection of approvers the ExFlow Template 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 of the document 

if the Template rule should be 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 Account etc. is used. The rule adds an approval flow. 

 

A template rule has one or more Approval Groups. Approval Groups are added on the Template Rule 

Lines. 

 

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

 

 
Screenshot - ExFlow Template Rule Card 
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Template Rule Lines 
Add as many Approval Groups as needed for the Template Rule. With the four eyes-principle (two 

approvers), add at least two groups. With the six-eyes principle (three approvers), add at least three 

groups. 

 

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

used: 

Approval Group 1 Over Amount = 0 Not Over Amount = 0 

Approval Group 2 Over Amount = 0 Not Over Amount = 0 

 

If one approval group always approves and the second user only approves an amount over 10 000, 

then a setting like below could be used. 

Approval Group 1 Over Amount = 0 Not Over Amount = 0 

Approval Group 2 Over Amount = 10 000 Not Over Amount = 0 

 

If one approval group always approves and the second user is depending on the amount of 10 000, 

then a setting like below could be used. Approval Group 2will then only approve documents with 

amount up till 9 999,99 and Approval Group 3 from 10 000 or more. 

Approval Group 1 Over Amount = 0 Not Over Amount = 0 

Approval Group 2 Over Amount = 0 Not Over Amount = 10 000 

Approval Group 3 Over Amount = 10 000 Not Over Amount = 0 

 

A Template RǳƭŜ ǎƘƻǳƭŘ ŀƭǿŀȅǎ Ŏƻƴǘŀƛƴ ŀǘ ƭŜŀǎǘ ƻƴŜ ǳǎŜǊ ǿƛǘƘ άhǾŜǊ !Ƴƻǳƴǘέ ȊŜǊƻΦ LŦ no Approver is 

set up like so, there is a risk that the document does not go out for approval and cannot be posted. 

 

 
Screenshot - ExFlow Template Rule Card 
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Priority of Template Rules 
As mentioned above, the more filters that are assigned, the higher the priority of the Template rule. 

There is also a field in the header of the Template Rule, where you can prioritize between Template 

Rules, if they have an equal number of hits. The logic here is that a higher priority number has 

priority over a lower number. 

 

In the import journal, available Template Rules is viewed by pressing Line--> Show Available 
Templates. 

 

 
Screenshot - ExFlow Import Journal ς Show Available Templates 
 

This view also shows how they are prioritized with the higher priority from top down. 

 

 
Screenshot ς Available Template Rules 
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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 
Coding Rules can be used to decide/restrict what values he/she can select. 

 

Administrators can create User 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 

ŀƭƭ ά!ƭƭέΣ ƴƻƴŜ ά9ƳǇǘȅέΣ ƻǊ ŀ ŦƛƭǘŜǊ ƻŦ ǾŀƭǳŜǎ ά¢ŜȄǘ wŀƴƎŜέΦ 

 

¢ƘŜ ά¦ǎŜǊ /ƻŘƛƴƎ wǳƭŜέ ƛƴ ǘƘŜ ŜȄŀƳǇƭŜ ōŜƭƻǿ ŀƭƭƻǿǎ ǘƘŜ ŀǇǇǊƻǾŜǊ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ǾŀƭǳŜ ƻŦ ŎƻƭǳƳƴ 

ά5ŜǇŀǊǘƳŜƴǘέ ǘƻ άSALESάΦ 

 

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 the rule. 

Reminder Note: Add an optional description if needed. 

Active: If the rule is active or not. 

 

 
Screenshot - ExFlow User Coding Rule Card 
 

When the User Coding Rule is created, go to άExFlow Usersέ and apply the Coding Rule ID on the 
user. Start by clicking άEdit Listέ. 

A user can only be selected to one User Coding Rule. 
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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 or approve 
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 the rule. 

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. 

 

 
Screenshot - ExFlow Deny Coding Rule Card 
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ExFlow Standard Purchase Code 
Path: Departments/ExFlow/Setup/General/ExFlow Standard Purchase Codes 

 

ExFlow Standard Purchase Code is used to add coding on invoice lines automatically from the Vendor 

Card, Reference, Contract or ExFlow Setup. ExFlow Standard Purchase Code can split lines on several 
dimension codes, VAT Prod. Posting Groups etc. 

 

Create a New ExFlow Standard Purchase Code 
Start by clicking on άNewέ. Enter a Code and Description that fits the ExFlow Standard Purchase 

Code. 

 

On ExFlow Standard Purchase Code Sub form, one or more fields can be used:  

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

No.: Select from the list. 

Description: Change or use as suggested. 

Allocation %: This can be used as part off or percent. E.g., 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. 

VAT Allocation %: (Same as above, but for VAT). 

VAT Prod. Posting Group: ²ƘŜƴ ǳǎƛƴƎ ǘƘƛǎ ŦƛŜƭŘΣ ƛǘ ƻǾŜǊǊƛŘŜǎ ǾŀƭǳŜ ƻƴ ¢ȅǇŜκbƻΦ ŀƴŘ ά{ǘŀƴŘŀǊŘ ±!¢ 

tǊƻŘΦ tƻǎǘƛƴƎ DǊƻǳǇέ ƛƴ 9ȄCƭƻǿ {ŜǘǳǇΦ 

Deferral Code: Choose from list. Deferral Starting date will be selected automatically from Deferral 

Card. 

Job No.: Choose from a list. 

Job Task No.: Choose from a list. 

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

Dimensions: Choose from a list. 

 

 
Screenshot - ExFlow Standard Purchase Code Card 
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Vendor Card 
Path: Departments/Purchasing/Order Processing/Vendors 

 

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

 

 
Screenshot - Vendor Card 
 

Factoring Vendor 

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

Memos on this Vendor and it can only be used as Pay-to Vendor No via Buy-from Vendor. 

 

aŀǊƪ ǘƘŜ ŎƘŜŎƪōƻȄ CŀŎǘƻǊƛƴƎ ±ŜƴŘƻǊ ƻƴ ǘƘŜ άtŀȅ-ǘƻ ±ŜƴŘƻǊ bƻέ ŀƴŘ ŀŘŘ ǘƘƛǎ ±ŜƴŘƻǊ bƻΦ ƻƴ ǘƘŜ 

ά.uy-From-±ŜƴŘƻǊέ /ŀǊŘΦ  

 

If a document is interpreted 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 one G/L account for this Vendors 
Invoices/Credit Memos. This field cannot be used together with ExFlow Standard Purchase Code. 

LŦ ά9ȄCƭƻǿ tǊŜŘŜŦƛƴŜŘ !ŎŎƻǳƴǘέ ŀƴŘ ά9ȄCƭƻǿ Standard tǳǊŎƘŀǎŜ /ƻŘŜέ ŀǊŜ ŜƳǇǘȅ ǘƘŜ άtǊŜŘŜŦƛƴŜŘ 

!ŎŎƻǳƴǘέ ŦǊƻƳ 9ȄCƭƻǿ {ŜǘǳǇ ǿƛƭƭ ōŜ ǳǎŜŘΦ 
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ExFlow Standard Purchase Code 

ExFlow Standard Purchase Code is used when only one G/L account is not enough. This field cannot 
be used together with ExFlow Predefined Account. 

LŦ ά9ȄCƭƻǿ tǊŜŘŜŦƛƴŜŘ !ŎŎƻǳƴǘέ ŀƴŘ ά9ȄCƭƻǿ Standard tǳǊŎƘŀǎŜ /ƻŘŜέ ƛǎ ŜƳǇǘȅ ǘƘŜ ά9ȄCƭƻǿ Standard 

tǳǊŎƘŀǎŜ /ƻŘŜέ Ŏŀƴ ōŜ ǳǎŜŘ ŦǊƻƳ 9ȄCƭƻǿ {ŜǘǳǇ ƛƴǎǘŜŀŘΦ 

 

Allow Duplicate Invoices 

When receiving invoices with the same invoice number from a vendor. E.g. Insurance and 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 same Vendor Document No. 

 

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 found, an approval flow can be applied either with First Approver or a Template Rule. 

The reference can add a predefined ExFlow Standard Purchase Code used to assign coding to the 
invoice lines (G/L account, dimensions etc.). 

It is possible to use a combination of Reference and Vendor No. When a Reference is interpreted for 

a specific Vendor a special approval flow is to be used. 

 

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

 

 
Screenshot - ExFlow Reference 
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 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 

Automatically approve matched invoices. 

 

Start by creating a new Contract by clicking Home --> New --> New (In ribbon). 

 

General 
Contract No.: Assigned in order they are created. 

Description: Internal Description for selected Contract. 

External Contract No.: Reference that can be interpreted on Invoice. 

Vendor No.: Add Vendor No. 

General Terms 
Valid from Date and Valid to Date: Terms on the contract. 

Tot. Contract Amount (Net LCY): Total amount during a contract period. 

Max. invoice amount (Net LCY): Total amount per invoice. 

Periodicity 
Invoicing Period: If invoicing period for example per quarter = 3M or every month = 1M. 

Period Start Date: Start date for next invoice. 

Period End Date: Calculates automatically. 

Actions 
Match dates based on: Posting Date, Document Date or Due Date. 

Auto. Approve Matched Invoices on Contract: For automatic approval, create an Template Rule with 
ŀǇǇǊƻǾŜǊǎ ǘƘŀǘ ƳŀǘŎƘŜǎ ƛƴŦƻ ƻƴ /ƻƴǘǊŀŎǘΣ ŀƴŘ ŀŎǘƛǾŀǘŜ ά!ǳǘƻΦ !ǇǇǊƻǾŜ aŀǘŎƘŜŘ LƴǾƻƛŎŜǎ ƻƴ 
ContracǘέΦ 

ExFlow Standard Purchase Code: Add ExFlow Standard Purchase Code and invoice rows will be 
created automatically in Import Journal. 

Attachment 
Attachment File name: Browse under Assist Button to select and save a contract document. 

Copy Attachment to Matched Invoice: Yes or No. 

 

  



 

SignUp Software AB 

Org. nr: 556570-9721 

Evenemangsgatan 2C 

SE-169 79 Solna, Sweden 

Phone: +46 8 567 800 00 

www.signupsoftware.com 
22 / 106 

 

Create Contract Reference 
άCreate Contract Referenceέ by clicking Home --> Process --> Create Contract Reference (In ribbon). 

 

A reference is now created with External Contract No. and can be assigned in ExFlow Import Journals 

in Reference as below. 

 

 
Screenshot - ExFlow Contract Card 
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ExFlow Workflow 
Import Document 
Path: Departments/ExFlow/Document Processing/ExFlow Import Journals 

 

Import Documents from Interpretation 
¢ƘŜ ά9ȄCƭƻǿ LƳǇƻǊǘ WƻǳǊƴŀƭǎέ ƛǎ ǳǎŜŘ ŦƻǊ ƛƳǇƻǊǘƛƴƎ ŘƻŎǳƳŜƴǘǎΣ ŀǇǇƭȅƛƴƎ ŎƻŘƛƴƎΣ ƘŀƴŘƭƛƴƎ ŀŎǘƛƻƴ 

messages, and creating invoices/credits memos for approval. After scanning and interpreting the 

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

 

By clicking: Home --> Process --> Batch Import Documents (In ribbon) ƛƴ ά9ȄCƭƻǿ WƻǳǊƴŀƭ .ŀǘŎƘŜǎέ ƭƛǎǘ 

the document images and the interpreted data will be imported. Depending on the journal settings 

the documents will be separated into the different journals. 

 

¦ǎŜǊǎ ǘƘŀǘ ά.ŀǘŎƘ LƳǇƻǊǘ 5ƻŎǳƳŜƴǘǎέ ƴŜŜŘ ǘƻ ƘŀǾŜ ŀǘ ƭŜŀǎǘ 9ȄCƭƻǿ-Global (or ExFlow-Power 

depending on settings) Permission Set for all companies in Business Central User Card under User 

Permission Sets. All documents will be imported, documents to other companies in the same 

database will be imported to a queue. 

 

 
Screenshot - User Card 
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! ƧƻǳǊƴŀƭ ǿƛǘƘ ǘƘŜ ǎŜǘǳǇ ŎƘŜŎƪōƻȄ ǘƛŎƪŜŘΥέ hƴƭȅ tǳǊŎƘŀǎŜ hǊŘŜǊ aŀǘŎƘŜŘ 5ƻŎǳƳŜƴǘǎέΣ ǿƛƭƭ ƎŜǘ ƻǊŘŜǊ 
matched documents and documents ŎƻƴǘŀƛƴƛƴƎ άhǊŘŜǊ bƻΦέ ƛƴŦƻǊƳŀǘƛƻƴΦ ¢ƘŜǊŜ Ŏŀƴ ōŜ ƻǘƘŜǊ ǿŀȅǎ ǘƻ 

separate the documents but a separation in Expense/Purchase Invoices matched is a very common. 

 

 
Screenshot - ExFlow Import Journals 
 

In the journals there will be one document header record for each imported OCR document. έLƳǇƻǊǘ 

[ƛƴŜǎέ ƛƴ ǘƘŜ ƭƻǿŜǊ ǎŜŎǘƛƻƴ ƛǎ ƭƛƴŜ ŘŜǘŀƛƭǎ ŦƻǊ ŜŀŎƘ document. 

 

 
Screenshot - ExFlow Import Journal 
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What do the interpreted Purchase Invoice data look like? 
Go to: Navigate --> Files --> Show Import Details (OCR) (In ribbon) 

 

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

 

 
Screenshot - ExFlow Imported Document 
 

.ŀǘŎƘ ±ŜǊƛŦȅ 5ƻŎǳƳŜƴǘǎ Χ 
Click: Home --> Process --> Batch Verify Documents (In ribbon)  

After correcting an error this will delete or create a new action message if a document still has an 
error. 

 

Batch Create Invoice/Cr.Memos... 
Click: Home --> Create --> Batch Create Invoices/Cr.Memos (In ribbon) 

This will run both Batch Verify Documents and create Purchase Invoices and Credit Memos for all 

documents in this journal that do not have any action message. 

 

In Import Journal, it is possible to batch create documents for a specific vendor by setting a Buy-From 

Vendor No. filter when using Batch Create Invoice/Cr.Memos function.  
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Copy Document 
Click: Action --> Import --> Copy Document (In ribbon) 

When receiving a repeated document from a vendor, the function Copy Document can be useful. 

This works as Business Central standard function with possibility to also Copy Approvers. 

If Deferral Code is copied, Deferral Start Date is recalculated from Deferral Code. 

 

Get Latest Coding from Vendor 
Click: Action --> Import --> Get Lats Coding from Vendor (In ribbon) 

This function will find last posted invoice and copy rows with G/L Account with no Charge Type 

(Swebase) 

 

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

When using ReadSoft Online and imported document is not correct interpreted, use this function to 

return the document and verify once again in ReadSoft Online. By using this function ReadSoft Online 
ǿƛƭƭ άƭŜŀǊƴέ Ƙƻǿ ǘƻ ƛƴǘŜǊǇǊŜǘŀƴǘ ǘƘƛǎ ŘƻŎǳƳŜƴǘ ƴŜȄǘ ǘƛƳŜΦ 

 

Move Document to Another Company 
Click: Actions --> Functions --> Move Document to other Company (In ribbon) 

If the Business Central database includes more than one Company, a document can be moved to 

another Company before the document is created. 

 

Move Document to Another Batch 
Click: Actions --> Functions --> Move selected documents to other batch (In 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 Replace Document Image in ExFlow Import Journal 
Select document and click the  ōǳǘǘƻƴ ƛƴ ŦƛƭŜŘ έLƳŀƎŜ CƛƭŜ bŀƳŜέ. Notice that existing document 

will be deleted. 

 

Add ExFlow Attachment from ExFlow Import Journals 
Select the document and click: Navigate --> Files --> Attachments (In ribbon) 

On the line Attached Files, click the  button on the row. 

Browse to choose file to attach. 

 

Delete Imported Document 
Select the document and click: Home --> Manage --> Delete (In ribbon) 

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

No Purchase Invoice has yet been created. 

5ƻŎǳƳŜƴǘ LƳŀƎŜ ǿƛƭƭ ōŜ ǎŀǾŜŘ ǘƻ ŦƻƭŘŜǊ ƛƴ 9ȄCƭƻǿ {ŜǘǳǇ άtŀǘƘ ǘƻ 5ŜƭŜǘŜŘ 5ƻŎǳƳŜƴǘέΦ 
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Import Lines from Excel 
Click: Actions --> Import --> Download Import Line Excel Template / Import Lines from Excel 

Sometimes it is easier to work in Excel when the invoice includes several rows. Start by download 
LƳǇƻǊǘ [ƛƴŜ 9ȄŎŜƭ ¢ŜƳǇƭŀǘŜέΦ The Excel Template includes all columns that can be imported but it is 
possible to delete columns not to be used. 

 

Add rows in Excel, save, close, ŀƴŘ ǳǎŜ ŦǳƴŎǘƛƻƴ άLƳǇƻǊǘ [ƛƴŜǎ ŦǊƻƳ 9ȄŎŜƭέ. 

 

 
Screenshot - ExFlow Import Journal Icons 

 

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 boxes. 

 

PDF Preview 
Change zoom PDF Preview Press - / + 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. 

 

 
Screenshot - PDF Preview 
 

Open PDF file in full size (Ctrl+I). 

Click: Home --> Process --> Show Document Image (In ribbon). 

 

Approval proposal 
View Approvers 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 Proposal --> Show Approval Proposal  

 

 
Screenshot - Approval Proposal 
 



 

SignUp Software AB 

Org. nr: 556570-9721 

Evenemangsgatan 2C 

SE-169 79 Solna, Sweden 

Phone: +46 8 567 800 00 

www.signupsoftware.com 
28 / 106 

 

 
Screenshot - Approval Proposal 

 

Line Details 
Open: Fact Box --> Line Details 

LŦ ǘƘŜ ŀƳƻǳƴǘ ƛƴ ŘƻŎǳƳŜƴǘ ƘŜŀŘŜǊ ŀƴŘ ǘƻǘŀƭ ŀƳƻǳƴǘ ƻƴ ŘƻŎǳƳŜƴǘ ƭƛƴŜǎ ŘƻƴΩǘ ƘŀǾŜ ǘƘŜ ǎŀƳŜ ǾŀƭǳŜΣ 
then document Details can help to see difference amount and if it is due to Direct Unit Cost excl VAT, 

Direct Unit Cost incl VAT or VAT amount. 

 

 
Screenshot - Import Journal, Fact Box, Line Details 
 

Warning messages 
Open: Fact Box --> Warnings messages 

LŦ !Ŏǘƛƻƴ aŜǎǎŀƎŜ ŘƛǎǇƭŀȅǎ ά¢ƘŜǊŜ ŀǊŜ ǿŀǊƴƛƴƎ ƳŜǎǎŀƎŜǎ ƴƻǘ ȅŜǘ ŀŎŎŜǇǘŜŘΗέ ǘƘŜ message is viewed in 
Fact .ƻȄ ά²ŀǊƴƛƴƎ ƳŜǎǎŀƎŜǎέΦ aŀƪŜ ŀǇǇǊƻǇǊƛŀǘŜ ŎƘŀƴƎŜǎ ƻǊ ά!ŎŎŜǇǘ ŀƭƭ ǿŀǊƴƛƴƎǎέ ŀǎ ǇƛŎǘǳǊe below. 
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Screenshot - ExFlow Import Journal 
 

 
Screenshot - ExFlow Import Journal - Warning Message 
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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 tab: Doc. 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 automatic Template Rules, the recommended option is instead 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 restarts the approval flow on the line by clicking 

άRestart routeέ or assigning a new approval workflow. 

 

This function is found on the Fast tab άDoc. Line Approversέ. 

 

 
Screenshot - ExFlow Approval Status - Document Line Options 

 

Restarting the route has four options 

 

Restart from marked Approver: RŜǎǘŀǊǘ ŦǊƻƳ ǘƘŜ ά5ƻŎΦ [ƛƴŜ !ǇǇǊƻǾŜǊǎέ ƭƛƴŜΦ 

Restart line: RŜǎǘŀǊǘ ǘƘŜ ά5ƻŎǳƳŜƴǘ [ƛƴŜǎέΣ ŀƭƭ ǘƘŜ ŎƻƴƴŜŎǘŜŘ ά5ƻŎΦ [ƛƴŜ !ǇǇǊƻǾŜǊǎέ ƭƛƴŜǎΦ 

Restart all lines: RŜǎǘŀǊǘ ŀƭƭ ά5ƻŎǳƳŜƴǘ [ƛƴŜǎέ ŀƴŘ ŀƭƭ ŎƻƴƴŜŎǘŜŘ ά5ƻŎΦ [ƛƴŜ !ǇǇǊƻǾŜǊǎέ ƭƛƴŜǎΦ  
Restart from marked Approver for all lines: EΦƎΦ ǘǿƻ ά5ƻŎǳƳŜƴǘ ƭƛƴŜǎέ ǿƛǘƘ ǘƘǊŜŜ ŀǇǇǊƻǾŜǊǎΣ ŀƭƭ ƭƛƴŜǎ 

approved, restart standing on the second approver this option will restart all ά5ƻŎǳƳŜƴǘ [ƛƴŜǎέ ƭƛƴŜǎ 
from number two. 

 

 
Screenshot - ExFlow Restart Approval Route 
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Change approval flow 
Select document line and go to: Home --> Process --> Approval (In ribbon) 

A new window will open the Invoice line card (Edit - ExFlow Approval). 

!ŘŘ ŀƴŘκƻǊ ǊŜƳƻǾŜ ŀǇǇǊƻǾŜǊǎ ƻƴ ǘƘŜ ά!ǇǇǊƻǾŜǊ [ƛƴŜǎέ ƛŦ ƴŜŜŘŜŘ or change Template Rule. This will 
ƻƴƭȅ ǿƻǊƪ ƛŦ ȅƻǳǊ ǳǎŜǊ Ƙŀǎ ά{ǳǇŜǊƛƻǊέ ƛƴ 9ȄCƭƻǿ ǳǎŜǊ ǎŜǘǳǇΦ 

 

 
Screenshot - ExFlow Approval 

Propose new approvers 
Propose new approvers will delete current and add new approver/approvers from a new Template 

Rule. 

 

Copy to all lines 
If a user has many lines on current invoice, άCopy to all lines" helps a user by copying the Approver 
Groups (on one line) to all lines. 

 



 

SignUp Software AB 

Org. nr: 556570-9721 

Evenemangsgatan 2C 

SE-169 79 Solna, Sweden 

Phone: +46 8 567 800 00 

www.signupsoftware.com 
32 / 106 

 

 
Screenshot - ExFlow Approval 

 

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

 

It is possible to change G/L Account on the Document 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 remove it, and insert a new if applicable. 

 

Delete a Purchase invoice in ExFlow Approval Status 
When the document is created but Invoice not posted, deleting follows the Business Central 

standard. Go to άPurchase Invoice/Purchase Credit Memoέ ōȅ ŎƭƛŎƪƛƴƎ ά/ŀǊŘέ and delete. ExFlow 

Approval status Card will be saved with Invoice No. In άDeleted ExFlow Documents.έ 

Path: Departments/ExFlow/History/Follow-Up/Deleted ExFlow Documents. 

 

Posted Purchase Invoices should not be deleted. Start by creating a Credit Memo that neutralizes 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 Press - / + 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. 
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Screenshot - PDF Preview 
 

Open PDF file in full size. 

Go to: άShow Document Image (Ctrl+I)έ. 

 

Change PDF Document Image 
If PDF Image needs to be change it can be done before posting the document. 

/ƭƛŎƪ ά9Řƛǘ 5ƻŎǳƳŜƴǘ LƳŀƎŜέ  

Go to: Actions --> Functions --> Edit Document Image (In ribbon) 

 

Notice that existing document will be deleted. 

 

Attached Files 
To view, click άShow Documentέ and to add new attachment, Click άNewέ 

 

 
Screenshot - ExFlow Approval Status - Attached Files Fact box 

 

Read more about attachments further down in the document. 

 

Approver Comments 
When a web approver adds a comment in header and click άSaveέ the header comment can be seen 

in Fact Box to the right marked with approvers ID. 

 
Screenshot - ExFlow Approval Status - Approval Comment Fact box 

 

When a web approver adds a comment to a line and click Save the comment can be seen on the Fast 

tab: Doc. Line Approvers in field Comments. 

 

ExFlow Attachment 
ExFlow attachment is not to confuse with Business Central Attachments or Incoming Document in 

Business Central standard. 

 

Read more about how to view or add ExFlow attachment in ExFlow Import Journals or ExFlow 

Approval Status above. 
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Attach file from Purchase Order 
Path: Departments/ExFlow/Order Processing/Purchase Orders 

Choose and open the purchase order from Purchase Order list.  

 

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

Document Type is Order and the field Document Number has the Order number. 

On the line Attached Files, click the  button. 

Browse and choose file to attach. The box Attached is now checked. 

 

Attach file from Purchase invoice (Ctrl+B) 
Path: Departments/ExFlow/Order Processing/Purchase Invoices 

Choose and open the Invoice from Purchase Invoice list. 

 

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

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

On the line Attached Files, click the  button. 

Browse and choose file to attach. The box Attached is now checked. 

 

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

 

Choose and open the credit memo from the Purchase Credit Memo list. 

Click: Navigate --> Credit Memo --> Attached Files 

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

On the line Attached Files, click the  button. 

Browse and choose file to attach. The box Attached is now checked. 
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Examples of Invoice Flow 
This chapter gives an example of an invoice flow in ExFlow from import to approving and posting in 

ExFlow /  Business Central. 

The following steps are made ŦǊƻƳ ǘƘŜ ά9ȄCƭƻǿ LƳǇƻǊǘ WƻǳǊƴŀƭǎέ -Ҕ ά9ȄCƭƻǿ !ǇǇǊƻǾŀƭ {ǘŀǘǳǎέ ŀƴŘ the 
final step ǿƛƭƭ ōŜ ǘƻ ǾƛŜǿ ǘƘŜ ǇƻǎǘŜŘ ƛƴǾƻƛŎŜ ά9ȄCƭƻǿ !ǇǇǊƻǾŀƭ {ǘŀǘǳǎ IƛǎǘƻǊȅέ. 

 

Steps in ExFlow Import Journal  

Step 1  Import Document 

Step 2  /ƘŜŎƪ ŀƴŘ ƘŀƴŘƭŜ ά!Ŏǘƛƻƴ aŜǎǎŀƎŜέΦ LŦ ōƭŀƴƪ move to Step 4 

Step 3  When action have been done verify and see if all actions been taken 

Step 4  Create Invoice or Credit Memo 

 

Import and handle Expense Purchase Invoice 
Path: Departments/ExFlow/Document Processing/ExFlow Import Journals 

LƳǇƻǊǘ ƛƴǾƻƛŎŜǎ ƛǎ ŘƻƴŜ ŦǊƻƳ ά9ȄCƭƻǿ LƳǇƻǊǘ WƻǳǊƴŀƭέΦ Import documents either to all journals or 

open and import documents in one specific journal. 

 

This part describes the way how to ƛƳǇƻǊǘ ŦǊƻƳ ŀ ƧƻǳǊƴŀƭ ŎǊŜŀǘŜŘ ǘƻ ǳǎŜ ƻƴƭȅ ŦƻǊ ά9ȄǇŜƴǎŜ LƴǾƻƛŎŜǎέΦ 

Select a journal and open ōȅ ŎƭƛŎƪ ά9Řƛǘ WƻǳǊƴŀƭέ ƻǊ ŎƭƛŎƪ ƻƴ ƴŀƳŜ. 

 

 
Screenshot - ExFlow Import Journals 
 

Step 1 ς Import document 

Click: Home --> Process --> Import Documents (In ribbon) 

When the import is done a new line is created. 

 

 
Screenshot - ExFlow Import Journals 
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Step 2 ς CheŎƪ ŀƴŘ ƘŀƴŘƭŜ ά!Ŏǘƛƻƴ aŜǎǎŀƎŜǎέΦ 

 

In this example there are no predefined Template Rules, so Approver/Approvers must be added 

manually to the Invoice Line. 

 

 
Screenshot - ExFlow Import Journals 
 

Dƻ ǘƻ ά{Ƙƻǿ !ǇǇǊƻǾŀƭ tǊƻǇƻǎŀƭ. From Fact Box --> Approval proposal  

Or from Import Lines --> Line --> Show Approval Proposal 

 

 
Screenshot - ExFlow Import Journals 
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Add one or several approvers. 

 

 
Screenshot - Approval Proposal 
 

In FactBox to ǘƘŜ ǊƛƎƘǘ ŀǇǇǊƻǾŜǊǎ ǿƛƭƭ ōŜ ǳǇŘŀǘŜŘ ƛƴ ά!ǇǇǊƻǾŀƭ ǇǊƻǇƻǎŀƭέΦ 

 

 
Screenshot - Fact Box Approval Proposal 
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Step 3 ς Verify Document 

Click: Home --> Process --> Batch Verify Documents/Verify Document (In ribbon) 

When all action messages have been ƘŀƴŘƭŜŘΣ ά±ŜǊƛŦȅ 5ƻŎǳƳŜƴǘά ǘƻ ǎŜŜ ƛŦ ŀŎǘƛƻƴ ƳŜǎǎŀƎŜ ƛǎ ŜƳǇǘȅ 

and therefore ready to be created. 

 

 
Screenshot - ExFlow Import Journal  
 

Step 4 ς Create Document 

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

Create invoice or ŎǊŜŘƛǘ ƳŜƳƻ ōȅ ŎƭƛŎƪƛƴƎ ά/ǊŜŀǘŜ LƴǾƻƛŎŜκ/ǊŜŘƛǘ ƳŜƳƻέΦ 

 

 
Screenshot - Fact Box Approval Proposal 
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Import Purchase Invoice with Order Matching 
LƳǇƻǊǘ ƛƴǾƻƛŎŜǎ ƛǎ ŘƻƴŜ ŦǊƻƳ ά9ȄCƭƻǿ LƳǇƻǊǘ WƻǳǊƴŀƭέΦ LƳǇƻǊǘ ŘƻŎǳƳŜƴǘǎ ŜƛǘƘŜǊ ǘƻ ŀƭƭ ƧƻǳǊƴŀƭǎ ƻǊ 

open and import documents in one specific journal. 

 

¢Ƙƛǎ ǇŀǊǘ ŘŜǎŎǊƛōŜǎ ǘƘŜ ǿŀȅ Ƙƻǿ ǘƻ ƛƳǇƻǊǘ ŦǊƻƳ ŀ ƧƻǳǊƴŀƭ ŎǊŜŀǘŜŘ ǘƻ ǳǎŜ ƻƴƭȅ ŦƻǊ άPurchase Order 
Matching LƴǾƻƛŎŜǎέΦ 

Select the ƧƻǳǊƴŀƭ ŀƴŘ ƻǇŜƴ ōȅ ŎƭƛŎƪ ά9Řƛǘ WƻǳǊƴŀƭέ ƻǊ ŎƭƛŎƪ ƻƴ Name. 

 

 
Screenshot - ExFlow Import Journals 
 

 

Step 1 ς Import document 

Click: Home --> Process --> Import Documents 

When the import is done a new line is created. 

 

Step 2 ς /ƘŜŎƪ ŀƴŘ ƘŀƴŘƭŜ ά!Ŏǘƛƻƴ aŜǎǎŀƎŜǎέ (A in picture below). 

Common action messages and solutions: 

¶ There are lines matched against order but where receipt is missing! 

Delivery has not been posted. Go to Purchase Order and post ς Receive. 
Run verify after receiving delivery and ExFlow will match invoice against posted delivery. 

(B in picture below) 

¶ Amount (18 867,25) is not equal to total of on lines (15 628,00) 
Change the prices and lines so it matches the invoice.  

¦ǎŜ ά[ƛƴŜ 5Ŝǘŀƛƭǎέ ƛƴ Cact Box for totals and differences. (E in picture below). 

¶ If the invoice includes more than one order ȅƻǳ Ŏŀƴ ǳǎŜ άDŜǘ wŜŎŜƛǇǘκwŜǘǳǊƴ {ƘǇƳǘΦέ  

(C in picture below). 

¶ See line for specific action message - Line difference between the invoice and the order unit 
cost! 

Correct Direct Unit Cost Excl. VAT. or correct order price to match order against invoice. 
Or untick ά¢Ŝǎǘ ¦ƴƛǘ /ƻǎǘέ on Import Lines and send invoice for approval. (D in picture below) 
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Screenshot - ExFlow Import Journal 
 

Step 3 ς Verify Document 

Click: Home --> Process --> Batch Verify Documents/Verify Document (In ribbon) 

²ƘŜƴ ŀƭƭ ŀŎǘƛƻƴ ƳŜǎǎŀƎŜǎ ƘŀǾŜ ōŜŜƴ ƘŀƴŘƭŜŘΣ ά±ŜǊƛŦȅ 5ƻŎǳƳŜƴǘά ǘƻ ǎŜŜ ƛŦ ŀŎǘƛƻƴ ƳŜǎǎŀƎŜ ƛǎ ŜƳǇǘȅ 

and therefore ready to be created. 

 

Step 4 ς Create Document 

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

/ǊŜŀǘŜ ƛƴǾƻƛŎŜ ƻǊ ŎǊŜŘƛǘ ƳŜƳƻ ōȅ ŎƭƛŎƪƛƴƎ ά/ǊŜŀǘŜ LƴǾƻƛŎŜκ/ǊŜŘƛǘ ƳŜƳƻέΦ 
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Import Prepayment Purchase Invoice 
This function is built on Business Central Standard functionality. 
To create and approve a Prepayment Invoice, ExFlow creates a copy of the invoice that will be posted 
from Purchase Order. 

 

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 setup from G/L Account added in setup. 

¢ƻ ŎƘŜŎƪ ǎŜǘǳǇ ŦƻǊ ǇǊŜǇŀȅƳŜƴǘΣ ǳǎŜ άtǊŜǾƛŜǿ tǊŜǇƳǘΦ LƴǾƻƛŎŜ tƻǎǘƛƴƎέ ƻƴ ǘƘŜ ǇǊŜǇŀȅƳŜƴǘ ƻǊŘŜǊΦ 

 

Add Posted Prepmt. Inv. Nos. in Pruchase & payables Setup. 

When creating the Prepayment Invoice, Nos is selected from Invoice Nos.  

When posting Nos is selected from Posted Prepmt. Inv. Nos 

 

Also, there are settings for Prepayment under General that can be useful. 

 

Check Prepmt. when Posting: Prevents posting receipts or invoice a Purchase Order that has an 

unpaid prepayment amount. 

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

 

 
Screenshot - Purchase & Payables Setup 

 

  



 

SignUp Software AB 

Org. nr: 556570-9721 

Evenemangsgatan 2C 

SE-169 79 Solna, Sweden 

Phone: +46 8 567 800 00 

www.signupsoftware.com 
42 / 106 

 

Prepayment Purchase Order 
To use the ŦǳƴŎǘƛƻƴ άtǊŜǇŀȅƳŜƴǘέ, start by creating a Purchase Order. 

Add Prepayment Percentage on the Order Card and use Compress if needed. 

 

Untick Compress Prepayment to specify all lines on the Prepayment Invoice. 

 

 
Screenshot - Purchase Order for Prepayment 

 

Prepayment Purchase Invoice 
Posting of prepayment Invoices will still be made from Prepayment Order in Business Central 

Standard in the background. ExFlow Prepayment 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, Payment Terms, 

and On Hold. 

 

There can only be one Prepayment invoice, per order, out 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 on the second Prepayment 

Invoice. 

 

Interpret the Prepayment Purchase Invoice with Order No. on header.  

 

When importing to ExFlow Import Journal, ExFlow will show Action Message άOrder No 106052 has 
no received lines.έ 
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Change 5ƻŎǳƳŜƴǘ ¢ȅǇŜ ŦǊƻƳ άLƴǾƻƛŎŜέ ǘƻ άtǊŜǇŀȅƳŜƴǘέ. 

 

 
Screenshot - ExFlow Import Journal Prepayment 

 

Prepayment Order No. is updated automatically from Order No. 

 

If any lines were created, they will be replaced by coding from Business Central General Posting 
Setup, and Amount is calculated from Prepayment Percentage on Purchase Order. 

 

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

 

 
Screenshot - ExFlow Import Journal Prepayment 

 

Changing a prepayment invoice line is not allowed, since this will be the result when posting. 

Only Approval Rule, First Approver and Approvers can be changed. 
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Screenshot - ExFlow Import Journal Prepayment - Changing a prepayment invoice line is not allowed 

 

All potential updates or corrections needs to be done from the order card. Change document 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 approval, per a specific order. To be able to create 

another prepayment invoice, the first needs to be approved and posted. 

 

From Import Journal, it also possible to update the prepayment percentage on the order if the 
interpreted value is more or less then the percentage on the order. 

 

 
Screenshot - ExFlow Import Journal Prepayment ς Change prepayment percentage 
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Posting Prepayment 
After Approval, posting needs to be done from ExFlow Approval Status. 

 

Prepayment History 
Approval History will show in ExFlow Approval History.  

Also, posted purchase documents i.e., Prepayment Invoices, can be found on Purchase Order card 
(under Navigate) as Business Standard. 

 

 
Screenshot - Purchase Order Icons 

 

Posting Final Purchase Invoice 
To be able to post Final Purchase Invoice on a Prepaid Purchase Order, the receivable needs to be 
posted. 

 

ExFlow will automatically find and calculate values in Fact Box ά[ƛƴŜ 5ŜǘŀƛƭǎέΦ 

 

 
Screenshot - ExFlow Import Journal Final Purchase Invoice 

 

Create, approve and post as usually. 
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ExFlow Approval Status / ExFlow Web 
Path: Departments/ExFlow/Document Processing/ExFlow Approval status 

 

Approval Status shows all 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 Invoice, as well as 
the next approver for this specific Invoice. 

 

Screenshot - ExFlow Approval Status 
 

As soon as invoices are created from the Import Journal, the invoices will be ready to be handled and 

approved in ExFlow Web for current approvers. 

 

 
Screenshot - ExFlow Web - Inbox 
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Click on the invoice you want to approve to open document with information about the invoice lines 
and image. It is possible to have the list expanded automatically. 

 

 
Screenshot - ExFlow Web - Document 
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Depending on the permission role on ExFlow User in Business Central, the user may adjust the line 
regarding dimensions, change Account etc. 

Lƴ ǘƘƛǎ ŎŀǎŜΣ ǘƘŜ ǳǎŜǊ Ƨǳǎǘ ŀǇǇǊƻǾŜǎ ǘƘŜ ƛƴǾƻƛŎŜ ōȅ ŎƭƛŎƪƛƴƎ ά!ǇǇǊƻǾŜέ ōǳǘǘƻƴΦ 

 

Screenshot - ExFlow Web - Document 
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After approval, the invoice will be ƳƻǾŜŘ ǘƻ ǘƘŜ .ƻȄ ŎŀƭƭŜŘ άwŜŎŜƴǘέ ŀƴŘ !ǇǇǊƻǾŀƭ {ǘŀǘǳǎ ƛƴ .ǳǎƛƴŜǎǎ 
Central will be updated. Invoice is also sent to the next approver if such exists. 

 

Screenshot - ExFlow Web - Recent 
 

{ǘŀǘǳǎ ƛǎ ƴƻǿ ǳǇŘŀǘŜŘ ƛƴ ǘƘŜ ά9ȄCƭƻǿ !ǇǇǊƻǾŀƭ {ǘŀǘǳǎέ ǇŀƎŜ. 

 

Screenshot - ExFlow Approval Status 
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¢ƘŜ LƴǾƻƛŎŜ ƛǎ ƴƻǿ ǿŀƛǘƛƴƎ ǘƻ ōŜ ǳǇŘŀǘŜŘ ǘƻ άwŜŀŘȅ ŦƻǊ tƻǎǘƛƴƎέΦ .ȅ ǳǎƛƴƎ ǘƘŜ ŦǳƴŎǘƛƻƴ ά±ŜǊƛŦȅ 
/ƘŀƴƎŜǎέ ǘƘŜ administrator ǳǇŘŀǘŜǎ ǘƘŜ ά{ǘŀǘǳǎέ ƻŦ ǘƘŜ ƛƴǾƻƛŎŜ ŀƴŘ ŀǇǇǊƻǾŜǎ ǘƘŜ ŎƘŀƴƎŜǎ ŘƻƴŜ ƻƴ 

lines.  

 

 
Screenshot - ExFlow Approval Status 
 

¢ƘŜ ƴŜȄǘ ǎǘŜǇ ƛǎ ǘƻ Ǉƻǎǘ ǘƘŜ LƴǾƻƛŎŜ ōȅ ǳǎƛƴƎ ŦǳƴŎǘƛƻƴ άtƻǎǘέ ƻǊ άtƻǎǘ .ŀǘŎƘέ. 

 

 
Screenshot - ExFlow Approval Status 
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ExFlow Approval Status History 
Path: Departments/ExFlow/History/Follow Up/ExFlow Approval Status History 

Invoice is now to be found in Approval Status History. 

 

 
Screenshot - ExFlow Approval Status History 
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Automatic Diff. Line 
In ExFlow Import Journal when matching Purchase Order, it is possible to detect and create Diff. Line 

to G/L Account, Item or Charge (Item) automatically. 

 

!ŘŘ ά9ȄCƭƻǿ {ǘŀƴŘŀǊŘ tǳǊŎƘŀǎŜ /ƻŘŜέ ƛƴ ŦƛŜƭŘ ά5ƛŦŦΦ[ƛƴŜ ExFlow Standard tǳǊŎƘΦ /ƻŘŜέ ǳƴŘŜǊ th 
Matching in ExFlow Setup. 

 

 
Screenshot - ExFlow Setup  
 

 
Screenshot - ExFlow Import journal 
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Item Charge Assignment  
When using Charge (Item), assignment can be done in three ways. From Import Journal, 

automatically or manually from Invoice Card. 

 

Manually from Import Journal 

Go to: Import Lines --> Line --> Item Charge Assignment 

 
Screenshot - ExFlow Import journal - Import Lines - Item Charge Assignment 
 

 
Screenshot - Item Charge Assign. (ExFlow Purch) 
 

Let ExFlow automatically assign Item Charge. Add value how to calculate assignment άEqually, By 
Amount, By Weight or By Volumeέ ƛƴ ŦƛŜƭŘ άAutomatic Item Charge Assignmentέ ǳƴŘŜǊ th aŀǘŎƘƛƴƎ 

in ExFlow Setup. 

 
Screenshot - ExFlow Setup 
 

If Automatically Item Charge Assignment is used, Charge (Item) will be assigned when running Verify 

Changes in Approval Status and it is no longer possible to assign manually from Import Journal. 
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Requisition 
Path: Departments/ExFlow/Requisition 

 

Requisition management in ExFlow Web makes it possible, without access to NAV/Business Central, 
to create a Requisition, get this approved, and finally get a purchase order in the system. This 
purchase order can then be printed or sent by e-mail to the supplier.  

 

Normally the Requisition handling is inactivated in ExFlow. 

 

 
Screenshot - ExFlow Requisition Menu 
 

To activated Requisitions, go to ExFlow Requisition Setup. 

 

 
Screenshot - ExFlow Requisition Setup 
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Also change is needed in the web configuration with help from SignUp Software or your Business 
Central Partner. 

 

 
Screenshot - ExFlow Web - Requisition 
 

How to create a Requisition in ExFlow Web: 

Add Vendor information and lines for what to order. Click Save button to send requisition for 
approval. 

 

 
Screenshot - ExFlow Web - Requisition Document 
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The Requisition is now to be found in ExFlow Requisitions in Business Central 

Path: Departments/ExFlow/Requisition/Documents/ExFlow Requisitions 

 

 
Screenshot - ExFlow Requisitions 
 

View to see all lines and edit, if needed, before creating the Purchase Quote. 

 

 
Screenshot - ExFlow Requisition Card 
 

CƭƛŎƪ ά/ǊŜŀǘŜ vǳƻǘŜ .ŀǘŎƘέ in the Ribbon from the list view, or open and click on ά/ǊŜŀǘŜ vǳƻǘŜέ 

from card. 
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The Purchase Quote is automatically released and appears in ExFlow Approval Status. It is now ready 
for approval on ExFlow Web if Template Rules are added automatically. 
 
Users who created the Requisition/Quote are automatically added as first approver, to be able to 

select separate Template Rules. 

 

If the Quote is Inactive, manually add approvers or Template Rule on lines from the Document Card. 
 
PDF is created from Reports in Requisition Setup. 
 

 
Screenshot - ExFlow Approval Status 
 
When the Quote is approved, a Purchase Order will be created and released automatically when 
ǊǳƴƴƛƴƎ ά±ŜǊƛŦȅ /ƘŀƴƎŜǎέ. 
 
The approval will be transferred from Quote to Purchase Order and can be found in ExFlow Order 
with status Approved. 
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Screenshot - ExFlow Order Status 
 
It is also possible to auto approve Invoices that are already approved on the Purchase Order if 
Quantity and Amount is within ExFlow Setup differences. Activate ά!ǳǘƻ !ǇǇǊƻǾŜ LƴǾƻƛŎŜ ǿƘŜƴ 
ŎƻƴƴŜŎǘŜŘ ǘƻ !ǇǇǊƻǾŜŘ tǳǊŎƘŀǎŜ hǊŘŜǊέ ƛƴ wŜǉǳƛǎƛǘƛƻƴ {ŜǘǳǇΦ 
 

ExFlow Quote Approval 
ExFlow Requisition Setup needs to be activated for άtǳǊŎƘŀǎŜ Quote Approvalέ. 

 

When creating a Purchase Quote ά!ǇǇǊƻǾŜέ will be activated and the document will show in 

Approval Status as Inactive. 

 

Users who created the Requisition/Quote are automatically added as first approver, to be able to 

select separate Template Rules. 

 

¢ƻ ǎŜƴŘ ǘƘŜ tǳǊŎƘŀǎŜ vǳƻǘŜ ŦƻǊ !ǇǇǊƻǾŀƭ ǘƘŜ vǳƻǘŜ ƴŜŜŘǎ ǘƻ ōŜ άwŜƭŜŀǎŜŘέΦ bƻǿ ƛǘ ǿƛƭƭ be visible in 

ExFlow Approval Status and current approver will be able to approve the Purchase Order on ExFlow 
Web. 
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Screenshot - Purchase Quote 
 

It is possible to Reopen, make changes and Release again. Depending on ExFlow Setup and if Quote is 
approved, Restart Route might be needed.  
 
When the Quote is approved, a Purchase Order will be created and released automatically when 
ǊǳƴƴƛƴƎ ά±ŜǊƛŦȅ /ƘŀƴƎŜǎέΦ 
 
The approval will be transferred from Quote to Order and can be found in ExFlow Order Status with 
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 Setup differences. Activate ά!ǳǘƻ !ǇǇǊƻǾŜ LƴǾƻƛŎŜ ǿƘŜƴ 
ŎƻƴƴŜŎǘŜŘ ǘƻ !ǇǇǊƻǾŜŘ tǳǊŎƘŀǎŜ hǊŘŜǊέ ƛƴ wŜǉǳƛǎƛǘƛƻƴ {ŜǘǳǇΦ 
 

ExFlow Order Approval 
ExFlow Requisition Setup need to be activated for άtǳǊŎƘŀǎŜ hǊŘŜǊ !ǇǇǊƻǾŀƭέΦ 

 

When creating a Purchase hǊŘŜǊ ά!ǇǇǊƻǾŜέ ǿƛƭƭ be activated and the document will show in Approval 

Status as Inactive. 

 

Users who created the Requisition/Quote are automatically added as first approver, to be able to 
select separate Template Rules. 

 

To send the Purchase Order for Approval the order needs ǘƻ ōŜ άwŜƭŜŀǎŜŘέΦ bƻǿ ƛǘ will be visible in 

ExFlow Approval Status and current approver will be able to approve the Purchase Order on ExFlow 

Web. 
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Screenshot - Purchase Order 
 

It is possible to Reopen, make changes and Release again. Depending on ExFlow Setup and if order is 

approved, Restart Route might be needed. 

 

It is also possible to auto approve Invoices that are already approved on the Purchase Order if 
Quantity and Amount is within ExFlow Setup differences. !ŎǘƛǾŀǘŜ ά!ǳǘƻ !ǇǇǊƻǾŜ LƴǾƻƛŎŜ ǿƘŜƴ 

ŎƻƴƴŜŎǘŜŘ ǘƻ !ǇǇǊƻǾŜŘ tǳǊŎƘŀǎŜ hǊŘŜǊέ ƛƴ wŜǉǳƛǎƛǘƛƻƴ {ŜǘǳǇΦ 

 

When the order is fully invoiced the Order Approval will moved to ExFlow Order Status History when 

using Business Central Standard function ά5ŜƭŜǘŜ LƴǾƻƛŎŜŘ hǊŘŜǊǎέΦ LŦ ǳǎƛƴƎ ά5ŜƭŜǘŜέ ƻƴ ǘƘŜ Purchase 
Order, this will also delete approval history. 

 

. 
Screenshot - Purchase Order List 
 

  



 

SignUp Software AB 

Org. nr: 556570-9721 

Evenemangsgatan 2C 

SE-169 79 Solna, Sweden 

Phone: +46 8 567 800 00 

www.signupsoftware.com 
61 / 106 

 

Reports and Analysis 
Path: Departments/ExFlow/Reports 

ExFlow Approval Status 
This report shows all the documents that are pending for approval and not yet posted. Use e.g. filter 
on due date to see documents for a specific period. In the tab άOptionsέ select which documents to 

print. 

 

Screenshot - Report - ExFlow Approval Status 
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Book Preliminary Costs 
This report can also be used to fill a General Journal with entries that can be posted to book 
preliminary costs (per Purchasing) for documents not yet finally certified. In the example below, the 
following will occur: 
 

¶ For all Active (i.e. still out for approval) document lines of type G/L Account a record is 

created in the General Journal and default batch. 

¶ The line will have the Posting Date set to 2020-01-31. 

¶ The G/L Account number will be added from the purchasing line and the balance for the G/L 

Account will be set to 2445. 

¶ There will also be created a reverse posting with posting date 2020-02-01 on the same G/L 

Account but with opposite signs. 

¶ All lines that have a Deferral Start Date set for accrual after 2020-01-31 will not be included. 

This is because the field ά9ȄŎƭǳŘŜ tŜǊƛƻŘƛŎ ƭƛƴŜǎ ǿƛǘƘ {ǘŀǊǘƛƴƎ 5ŀǘŜ ŀŦǘŜǊ tƻǎǘƛƴƎ 5ŀǘŜΥέ is 

checked. 

 

   
Screenshot - Report - ExFlow Approval Status                           Screenshot - Report - ExFlow Approval Status 
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Other Journal Line Integration Settings 

Options 
Only Include G/L Lines: 

Only include G/L Accounts in the General Journal suggestion. If not selected all line types will be 

included. Items will be replaced by a G/L Accounts which is selected based on General Posting 
Setups. 

 

Exclude Non Approval Lines: 

Leaving this option unselected will include all Invoices/Credit Memos and Lines not only in ExFlow 

Approval Status. Selecting this option will ensure that only ExFlow generated Invoice/Credit Memo 

Lines will be included. 

 

Currency Rate Based on: 

Invoices/Credit Memos ƛƴ ƻǘƘŜǊ ŎǳǊǊŜƴŎȅΩǎ ǘƘŀƴ ȅƻǳǊ [/¸ ƴŜŜŘǎ ǘƻ ōŜ ŎƻƴǾŜǊǘŜŘ ǘƻ [/¸Φ 

TodayΩs date: Currency 9ȄŎƘŀƴƎŜ ǊŀǘŜ ƛǎ ŎŀƭŎǳƭŀǘŜŘ ōŀǎŜŘ ƻƴ ǘƻŘŀȅΩǎ ŘŀǘŜΦ 

DocumentΩǎ posting date: Exchange rate is calculated based on each source documents posting date. 

Currency factor from purchase header: The (existing) Exchange rate from the source document is 

used. 

 

Journal Line Integration 
Copy Dimensions: 

Copy dimension to the suggested General Journal lines from source documents. 

 

Override G/L Account from Purchase Line: 

The blank option will suggest the G/L Account from the source purchase line. 

Always: Replace all G/L Accounts with the G/L Account select below. 

When Line has the Predefined Account: Only replace G/L Accounts from General Posting Setup in 

field Purch. Account. 

 

Override G/L Account: 

The G/L Account used for the setting above. 

 

Exclude Periodic Lines with Starting Date after Posting Date: 

Yes: Lines with Deferral Start Date after Posting Date will not be included. 

No: All Deferral posting will be included. 

 

Post remaining periodic balance to separate account: 

Post remaining periodic amounts due to Deferral Templates to the G/L Account selected below. 

 

Account for Periodic Amount: 

The G/L Account used for the setting above. 

 

Posting Option for Items: 

Options are Full or Inventory Account Only. 
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Screenshot - Report - ExFlow Approval Status 
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Approval Documents 
The Report Approval documents show documents grouped by approver. The report can also include 
documents which have been posted. It is possible to use this report to show documents with only 
one approver. This report can be exported to Excel. 
 

 
Screenshot - Report - ExFlow Posted Approval Documents 
 

 
Screenshot - Report - ExFlow Posted Approval Documents 
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Outstanding Documents 
This report can be used to see open documents for one specific or several Approval Groups. 

 

 
Screenshot - Report - ExFlow Open Documents 
 

 
Screenshot - Report - ExFlow Open Documents 
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ExFlow Re-Invoice Customer Report 
This report can be used to see purchase lines that should be re-Invoice to Customer. 

Enter From Date and To Date. 

 

Filter dates are selecting from Document Date on Purchase Documents in ExFlow Approval Status 

and ExFlow Approval Status History. 

 

 
Screenshot - Report - ExFlow Re-Invoicing Customer 
 

The report includes all invoices with Re-Invoice to Customer. 

From ExFlow Approval Status with Document Type Invoice or Credit Memo without any filter on 
status and from ExFlow Approval History with document type Posted Invoice or Posted Credit Memo. 

 

 
Screenshot - Report - ExFlow Re-Invoicing Customer 
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ExFlow Number of Documents 
This report can be used to see the number of ExFlow documents per Company and the number of 

Approvers per company. 

 

 
Screenshot - Report - ExFlow Number of Documents 

 

Screenshot - Report - ExFlow Number of Documents 
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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 and Active. To be able to search user need to have at least two 
ŦƛƭǘŜǊΦ 5ŜŦŀǳƭǘ ƛǎ ά/ƻƳǇŀƴȅέΦ 

 

When a user has entered ŦƛƭǘŜǊ ǇǳǎƘ ά!ǇǇƭȅ CƛƭǘŜǊέ ǘƻ ǎƘƻǿ ǘƘŜ ǊŜǎǳƭǘ.  

 

 
Screenshot - ExFlow Search Documents 
 

  












































































