& exflow

ExFlow for Dynamics
NAV/Business Central

User Manual

ExFlow version 5.42
Document version 0.29

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

1/106
Org. nr: 556570-9721 SE-169 79 Solna, Sweden www.signupsoftware.com /



exflow

Date Version | Description

2019-03-15 0.08 Document created

2019-03-27 0.09 Document updated with report and analytics information

2019-03-28 0.10 Document updated with “Example Invoice flow”

2019-05-08 0.11 Document updated to reflect admins and users

2019-12-18 0.12 Document updated proofreading

2020-01-02 0.21 All pictures in same color and invoice flow adjusted

2020-01-09 0.22 Rewritten Priodic Activitis and History/Follow Up

2020-01-27 0.23 Requesition, Re-Invoice, Escalation Job and Fraudulent Vendor.

2020-07-24 0.24 Updated to EXF525000

2020-09-17 0.25 Updated to EXF530000

2020-11-17 0.26 Updated to EXF531000

2021-06-28 0.27 Updated to EXF540000

2022-01-13 0.28 Updated to EXF541000

2022-11-07 0.29 Updated to EXF542000
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00 2/106
Org. nr: 556570-9721 SE-169 79 Solna, Sweden www.signupsoftware.com




(600] o) d=T o | KPS 3
a1 Ao Yo [¥ o1 d e o O STUOPP PPN 5
Overview of the INvoice Process WOIrKFIOW ........coccueeiriiiiiiiiiiieiniee ettt s 6
T Lo YA Y=Y U o I PP PR 7
EXFIOW USEI INFOrMAtiON ..iiueiiiiiii ittt sttt e saee e sbe e e saae e sabeesnneesabeeenes 7
L (ol Y o o] f o)V | I G Lo TU o TP PRSP 12
EXFIOW TEMPIALE RUIB...ci ittt e st e e e et e e e e et e e e s eaabae e e eataeeeenbaeeeenranas 13
EXFIOW USEI COAING RUIES ....eiiiiiiiiieeciiiie ettt ettt e et e et e e s st e e e sare e e s sasbeaessaaaeesenreeesennsenas 16
EXFlow Denying CodiNg RUIES .......coociiiiieeiiee ettt ettt e e et e e e e aae e e e e abae e e e nreeas 17
EXFlow Standard PUIrChase COOE ....cuuuiiiiiiiiiiiciiie ettt et e e aree e s nre e e e s nreeas 18
LYz 0o [o T 6= o SRR 19
L (o YA 1= £ T Y g Vol T PRSP 20
[T (oL o ) - ot fF TSRS 21
EXFIOW WOTKFIOW ...ttt ettt et e e e ee e e et e e e e st e e e e eabee e s snbeeeeennseeeeennreens 23
[[ag]oYoT ool U1 2 ]=] o | SOOIt 23
L (oA Y o o] f o1V | B - A PSP 30
[T (o RNV A =T o 4 1= o USRS 33
EXaMPIES OF INVOICE FIOW ..ciiieiiiei ettt ettt e e st e e e et e e s s snbe e e e e enbeeeeenreeas 35
Import and handle EXpense PUrchase INVOICE........ccccuviieiciieie ettt 35
Import Purchase Invoice with Order MatChing ........cc.ueiiiiiiiiiiie e 39
Import Prepayment PUrChase INVOICE .........ueiieiiiiei ettt et e et e e e nrae e e nreeas 41
ExFlow Approval Status / EXFIOW WED ....c.viciiiiiiic ettt ettt 46
EXFIOW APProval STatus HiSTOIY ....coicuiiiiecciiie ettt ettt e e b e e e e eare e e e enrae e e e enreeas 51
AULOMALIC Diff. LINE weeiiiiiiieeetee ettt ettt et e st e st b e e sab e e sbeeesabeesabeesnaeesabaennns 52
[£E€M Charge ASSIZNMENT......coiiiiiiieeeiiiee ettt e e ettt e e eetre e e e etae e e e sbaeeeeearaeeeassaeesasbaeasansseeesestanasannsenas 53
REGUISTEION 1.ttt et et e e e s s st et e e e e e s s s bbbaeeeeesssssssssbaaaaeesssssssssnnaaeesssnnnssnnn 54
L (o A @ UL L=l o o] o1V | E PSP 58
[ (oL O ] o =T Y o o o1V | USSR 59
REPOIS NG ANAIYSIS .eiiiiiiiiei it e e et e e e sbe e e e e sabeeeeseabeeeeesnbeeeeessseeeeennseeeeennreens 61
L (LTl Y o o] fo NV | B = | AU KSR 61
BOOK Preliminary COSES ...cuuiiiiiiiiiieiiitiieseciiee st te e st e e sae e e s sta e e e e st e e e e sasteeeesasbaeeesntaeeeensraeeeensenas 62
PN 0T o 1o XV =1 I o To1 ¥ [y T=1 o} £ ER 65
OULSTANING DOCUMEBNTS .....evieiiiiiee e ccieee ettt e e e e e et e e e e st e e e e sabeee e e abeeeeesabaeeeesnsaeesennraeeeensenas 66
EXFlow Re-INvoice CUSLOMEr REPOIT ..ccccieeeiiiiieeee ettt e et e e e e e e e baree e e e e e e e s bt raeeeeeeseennrnnns 67
EXFIOW NUMDBEI Of DOCUMENTS ...eiiuiiiiiiiiiieeesiee sttt sttt ettt e st e s ate e sabaessaaeesabeesabaeesabaen 68
SEArCH EXFIOW DOCUMENES .. utiiiiiiiiieeieiieee ettt ettt e e st e e s st e e s sbeeeessbeeeessabaeeessaseeeessnnsanessanes 69
EXFIOW USEIS ..veeiieeeiieesiite sttt ettt ettt s e st e ste e st e e sabeesabaeebteesabaesabeesabaesabbeesabaeensaeenaseesnsaeenareenn 71
APPIOVAl FOIOW-UP ...eiiiiiiie ettt e et e e e e e e ettt e e e e e e e e e anbt e e e e eaeeeesnnteaseeeeeessnnsnrenneeens 72
JAY o] o] go ) /=T g =1 A ] Ao T U T U T P PP PP PP 73
L0 =T gl 20T o] F= Yol =Y 4 0= o USSR 74
Document APProval HISTOIY ..cocuuiiiiiiiiie ettt e e e e e et e e e st ae e e e rabae e e e nbaeeeenanenas 75
GDPR USEr Related Data....c.ceeiiiiiieeiiiiieei ittt eeitee s sste e st e s stee e s s sbee e s ssabee e s ssabaeesssabeeessnnbeeessnsenas 76
TEMPIALE RUIES .ottt e e et e e e tr e e e s ata e e e e st beeesnsaeeeessaeeesssaeeesnnssnaeans 77
TemMPIate RUIES PO USBI ... .. eiiiiiiiee ettt e ettt e e e e e et re e e e e e e e e e ab e e aeeeeeeeesnntaeseesaeeesnnsnraneeeeas 78
=T To o [ Tol Yo 41V A =T PR TSP PURR 79
SignUp Software AB Evenemangsgatan 2C Phone:.+46 8567 800 00 3/106
Org. nr: 556570-9721 SE-169 79 Solna, Sweden www.signupsoftware.com



EXFIOW ESCAlatioN JOD ...uuvviiiiii ettt e e e e e e e e e et ae e e e e e e e e nabnaaeeeeeeeesannrenes 79
EXFIOW Batch SENA EMailS.....ccoiuiiiieeiiiee ettt et et e e e et ee e e e e e e e e nbae e e e nnaeas 84
EXFlOW Batch IMpPort DOCUMENTS ..co.eviiiiiiiieeciiie ettt et e s st e e s e e e s sabee e s s areee s snbaeessnnenas 84
ExFlow Batch Check Fraudulent Vendor IDS.........cooicuieieiiiieeeeciee e e estee e estee e e svee e e nvae e e e enaeeas 85
L (oY XY = { g T 2 (=T o - o] T PSPPI 86
EXFIOW RE-INVOICE ENTIIS ..uviiiiiiiiii ettt ettt e st e e e et e e e e aaa e e s eab e e e e eateeeeenbaeeeennseeas 87
[ TR oY 7 A o] o 1YYt U« F PR 95
REPOITS AN ANAIYSIS...eiiiiiiiiie it e e e et e e e st e e e e e bt e e e easbaeesesbeeesessaeeeesraeeeennrenas 95
F N o] o 11 TSP 95
B o0 o] 1=T oo To 4 [ o= 00U 99
COMMON SEEUP ISSUBS .c.uueiiiiitiieeeeeeiittite et e e e e ettt e e et e s s s sbrreeeeeesessasabebaeeeesssasassbesaaeeesssnsssssenaaeeesssnnas 99
COMMON ACLION IMESSAEES ..evvvrriiiiiiiiiieietteeteeeteeeeeteteeeteeeteeeerterereeereteretereereeeeeerereereeteerereerereeeeeeeeneen 100
RECEIPT MISSING ceeeiiiiiiiiiiee ettt ettt et e e e st et e e e s s s s saa bt aaeeeesssasastbaaaeeeessssssssbaeaeeessnsannsnne 101
Vendor missing, Vendor cannot be identified ...........coooiiiieciiii e 102
[WeYor: | 172 (o] g NN VY7 =T [T TR PUR 103
(I oV ( VT 1= RPN 103
AULO ACC. GlOUP e e e e e e e e e s e s e e e e e s e e s s e e e e e e e e s asesasssasassassssassassssssasssssasssssansansasananns 103
Add ON SWEBASE ....veieiiiiiie e cieee ettt e ettt e e e et e e e e et ee e e s ebe e e e e ataeeeeaabeeeeeanbaee e e sbaeeeeanseeeeeanbeeeeeanteeeeanrenas 104
Payment Reference — OCR NO. ....cciiciiiie ettt et eetee e e ree e e e etae e e e eatee e e eeabeee s ennbaeeeennreeas 104
LN T e Y=Y < 1 d =Y d o [PPSR 104
(DL <Y - | U SR 104
Extended AIIOW POSTING TO ..iiiiiiiiie ittt sttt e e s eaaee e e e sabae e s e eabae e s ssnbaeeeesareeas 106
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00 4/106

Org. nr: 556570-9721 SE-169 79 Solna, Sweden www.signupsoftware.com



exflow

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

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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INVOICE
MATCHING
DATA CAPTURE VALIDATION POSTING ANALYTICS
APPROVAL
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. Dataimport 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.

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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ExFlow User Information
To be able to log in to ExFlow Web “ExFlow Users” 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. To “Import from Excel” use the structured Excel
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.

e 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.
e 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.
e Super User: Same permission as Power User.
See all approved documents in ExFlow History.
e 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.

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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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 blocked. Read more under “Approver leaving the Company”.

Previously Replaced by User: If Approver is blocked. Read more under “Approver leaving the

Company”.

Check max approval amount (web): Specifies if ExFlow should check the “Max Amount for final

|”

Approval” or not.

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.

- HOME
=
O [ 3 05
Mew GetAD  Import View
user  from Excel List

ExFlow Users ~

User ID User Name

cc Cecilia Cederbaum

Screenshot - ExFlow Users

SignUp Software AB
Org. nr: 556570-9721

Edit - ExFlow Users

[ [ ]
X & Bk S !
Delete Add  Approval Show Userin All - View
Replacer  Group Companies  Blocked

Sup... E-mail Web User
Rights Level
[] cecilia@signupse Power User v
Super User
Power User
User
Admin

Evenemangsgatan 2C
SE-169 79 Solna, Sweden

X Block/Unblock User
|&]Create Approval Groups

D
7 All Users

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

g !
Show as Motes  Links Refresh
Chart
Type to filter (F3) User ID
Coding Rule  Coding Rule Name Dimension

Filters

0

- EI-
T #
Clear  Find
Filter
3| v
Filter: CC

Related All-... Lo
Purchaser.. Acc.. (¢
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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 assighed who can handle his/her documents.
Click “Add Replacer”.

o® ® ¥ Block/Unblock User
F 2 g [==] vy I

* | &]Create Approval Groups
Add  Approval Show Userin All - View
Replacer Group Companies  Blocked

Screenshot - ExFlow Users Replace Icons

Select the user that is to be replaced in the “Approver” field and then add the replacer. 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).

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

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

| 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 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)

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

Screenshot - ExFlow Users Replace Icons

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

Select the checkbox “Replace History” to give the new user access to the blocked users historical
documents.

Select the “Replace Template and Coding Rules” to automatically replace the blocked user in all
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 - ExFlow Block User

To see Blocked users in ExFlow User List,
Click: Home --> Process --> View Blocked (In ribbon) to clear filter
“Blocked” has been ticked and Replacer is showing.

Blocked Previously Replaced
by User
FF

Screenshot - ExFlow Blocked Users in User Setup List

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

e ® ¥ Block/Unblock User
g 5 e !
v @Create Approval Groups
Add  Approval Show Userin All View
Replacer Group Companies  Blocked

Screenshot - ExFlow Users Replace Icons

Click “Yes” on the question Unblock.

Microsaft Dynamics 365 ... -

9 Unblock ExFlow user BB?

| Yes | | Mo

Screenshot - ExFlow Block Users

The returned user must now manually be added in Templet Rules and Coding Rules again if “Replace
Template and Coding Rules” was used when Blocking the user.

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

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?

Screenshot - ExFlow No User Groupe Lines

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

s exflow

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.

F New - ExFlow Template Rule Card - | = [
- HOME | NAVIGATE (7]
Ij Y 3 Goto
Q ] New x
View Clear
Filter
ExFlow Template Rule Card
General P
Code: [ | Disabled:
| | oy —
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 ~
d Find  Fiter T Clear Filter
Approver Mame Over Amount Mot Over
Group Amount
0 0
v

Screenshot - ExFlow Template Rule Card

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

Evenemangsgatan 2C
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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 Rule should always contain at least one user with “Over Amount” zero. If no Approver is
set up like so, there is a risk that the document does not go out for approval and cannot be posted.

il Edit - ExFlow Template Rule Card - ADM - | o[
BE o navicar (2]
E}\ D Y 3 Goto
View L New Notes Liﬁ: Refrash C,Iei? 4 Previous
7< Delete Filter W MNext
ADM
General e
Filters ~
Dimension Code 1 First Approver
Active: Active: O
Dimension Code 1: First Approver Filter:
Dimension Value 1 Filter: Vendor
Dimension Code 2 Active: O
Active: O Vendor Filter: I:l
Dirmension Code 2:
Dirmension Value 2 Filter: l:l
Additional Filters v
Template Rule Lines Fraly
# Find  Filter Clear Filter
Approver Marme Over Amount Mot Over
Group Amount
EH Erik Eriksson 0 0

FF Filippa von Fersen 10 000 0

Screenshot - ExFlow Template Rule Card
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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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.

& exflow

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

HOME ACTIONS NAVIGATE
Show Document Image =y —] ~
X B2 [» € [ + © i
Delete  Card Batch Verify Import Return to Werify Batch Create Invoices/ Create Invoice/  Refresh  Find
Documents... Documents.. Readsoft Online Decument Cr.Memos... CrMemo...

Manage Process Create Page

ExFlow Import Journals Typetofiter (F3) | Vendor Document No. MEIR"
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

<] n >
Import Lines A
H Line - # Find  Fiter T Clear Filter
Purchase Order Card Mo. Description VAT Prod. Quantity  Direct Unit Cost  Line Discount % Test Re~
&5 | Dimensions Ctrl+Shift+D Posting ... Bxcl. VAT (Order) Uni.. M
ﬁ Show Approval Proposal  Ctrl+Alt=A Account 6210 Phone / Tele MOMS25 1 500,00 000 [

I Show Available Templates ccount 6210 Phone / Tele MOMS25 1 250,00 000 [ |
= Fitem Charge Assignment ccount 6210 Phone / Tele MOMS25 1 250,00 000 [ |
L_‘ Deferral Schedule ‘ 5 v

Action Message: “zl
Screenshot - ExFlow Import Journal — Show Available Templates
This view also shows how they are prioritized with the higher priority from top down.
HOME = NAVIGATE 7]
m D £ Refresh
A Y,(Clear Filter
Template Show Show as MNotes  Links .
Rule Card as List  Chart {# Find
Process View Show Attached Page
Available template rules -
‘ Type to filter (F3) |Temp|ate Code ‘ 2 ‘ hd
Template Num.. _  Priority
Code of hits
TELIA ADM
TELIA_VEND
CCINV
ADM
Screenshot — Available Template Rules
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00 15/106
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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
all “All”, none “Empty”, or a filter of values “Text Range”.

The “User Coding Rule” in the example below allows the approver to change the value of column
“Department” to “SALES”.

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.

sl Edit - ExFlow User Coding Rule Card - 11 == -
- HOME = NAVIGATE 2]
Y = Goto
@ ] New |—|EH |—|EH |~—j\9 x 4 Previous
View Restart  Mark Motes  Links Refresh Clear
X Delete  jines  all Filter
General &
Name: |Sa|es Department | Rules:

X - User Rule:
Reminder Mote: |Respon5lb|e for Sales Department |

Coding Rule Lines ~

Filter Clear Filter
Column Code All Emp.. Text Range Column ID
G_LACCOUNT O !
ITEM O 2
FIXEDASSET O 4
CHARGE | 3
PERCODE O 6
DEPARTMENT 1 [] SALES v 8
PROJECT | ?
PERDATE O 10
CUSTOMER O 1

Screenshot - ExFlow User Coding Rule Card

When the User Coding Rule is created, go to “ExFlow Users” and apply the Coding Rule ID on the
user. Start by clicking “Edit List”.
A user can only be selected to one User Coding Rule.

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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ExFlow Denying Coding Rules

9 exflow

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.

sl New - ExFlow Denying Coding Rule Card - 12 -|of x|
Bl -ove  navicate (7]
ﬁ Fa | =2 Goto
@ ] New ||¢D ||¢[; |~—‘-‘-\D &~ 4 Previous
View Reset Activate MNotes  Links Refresh Clear
7 Delete all all Filter
12
General ~
ID: | 12 From Amount: D|

Mame: |591D..5999 Mandatory Department |

Reminder Mote: |Mandat0r}r department for account 591 D..5999|

Validation Rule:
D

:
Rule for: |AII v

Coding Rule Lines
Filter Clear Filter
Column Code All

rn
3
B

G_LACCOUNT
ITEM
FIXEDASSET
CHARGE
PERCODE
DEPARTMENT
PROJECT
PERDATE
CUSTOMER

5910..5999

oooooooog
oooROOooOoog

Screenshot - ExFlow Deny Coding Rule Card

. TextRange

To Amount:
From Line Amount:
Te Line Amount:

Validation Message:

Applies to user groups:

Final Approver Only:

SignUp Software AB Evenemangsgatan 2C
Org. nr: 556570-9721 SE-169 79 Solna, Sweden

|
| 0
|
|

|Depar‘tmenti5 mandatory for this account |

O

Celumn ID
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ExFlow Standard Purchase Code

s exflow

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 “New”. 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: When using this field, it overrides value on Type/No. and “Standard VAT

Prod. Posting Group” in ExFlow Setup.

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.

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 |EBNE Description: |Phona per department / Tele per avdelning

Propose VAT Line:  []

Standard Purchase Code Subform
Line - d Find  Filter 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 8210 Phone / Tele 1 SALES E
G/L Account 8210 Phone / Tele 1 PROD
v
Screenshot - ExFlow Standard Purchase Code Card
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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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.

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 |_7-_5- B Dimensions G [ MNotes F5
2+ Pay Vendor o™ B Purchase Order & Contact B [3 Ledger Entries &7 [ Links 4
View e Send Approval - = = .
x 9 Create Payments... Request P Purchase Credit Memo [EDocument Layouts a Statistics 3>
8200040 - Telia Sonera Sverige AB
General .u.* ~ Vendor Picture -
Mo.: EEI 0 l:-Il Registration Mo.: | ‘ D' foapeorit Bl belze
MName: ‘Tel\a Sonera Sverige AB | Document Code:
Blocked: ‘ Me control of Bxt. Doc. No. O
Balance (LCY): External Document No.: | ‘

Balance Due (LCY):

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 Purchase Code:  |PHONE W Latest Fraud Block: | ‘ Attachments v
Allow Duplicate Inveice: O
Vendor Statistics v
Invoicing he
Buy-from Vendor History v
Payments v
Receiving hd Links v
Notes v

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.

Mark the checkbox Factoring Vendor on the “Pay-to Vendor No” and add this Vendor No. on the
“Buy-From-Vendor” Card.

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.
If “ExFlow Predefined Account” and “ExFlow Standard Purchase Code” are empty the “Predefined
Account” from ExFlow Setup will be used.

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

If “ExFlow Predefined Account” and “ExFlow Standard Purchase Code” is empty the “ExFlow Standard
Purchase Code” can be used from ExFlow Setup instead.

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.

sl | View - ExFlow References = -
- HOME  NAVIGATE 2]
) 7 X i (& T ik
New Edit Delete Show as MNotes  Links Refresh Clear  Find
List Chart Filter
ExFlow References - Type to filter (F3) Reference || v
Refere... Description First Template ExFlow Standard Purchaser Contract No.
Approver Rule Purchase Code Code
CECILIA cc 0
CECILIAZ CCINV 0
ERIC EE 0
ERIK EE 0
Screenshot - ExFlow Reference
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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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
approvers that matches info on Contract, and activate “Auto. Approve Matched Invoices on
Contract”.

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 Evenemangsgatan 2C Phone: +46 8 567 800 00
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Create Contract Reference
“Create Contract Reference” 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.

HOME ACTIONS

& (e @ A © %>

View Create Contract  Show
< Delete Reference

MNotes  Links
Document

Manage Process Show Attached

1
General

Contract No.:
Description:

External Contract Mo

General Terms

Valid from Date:
Valid to Date:

|Contract Office Rental

[123

2021-01-01 v

2021-12-31

Refresh Clear

Filter
Page

Vendor No.:

Vendor Name:

Posted Amount (Net LCY):

Tot. Contract Amount (Met LCY):

Max. invoice amount (Met LCY):

10000

Postmaster AB

-

360 000,00
90000,00]

Periodicity

Invoicing Period:

Period Start Date:

E

2021-01-01 v

Period End Date:
Mumber of Invoices in Period:

Check Periods:

-

I
v

Actions

Match dates based on:

Auto. Approve Matched Invoice:

Attachment

Attachment File name:

Screenshot - ExFlow Contract Card

|Po;ting Date

]

Contract 123.pdf El

ExFlow Standard Purchase Code:

FRAKT_KONT v

Copy Attachment to Matched Invoice:  []

SignUp Software AB
Org. nr: 556570-9721

Evenemangsgatan 2C
SE-169 79 Solna, Sweden

Phone: +46 8 567 800 00
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Import Document
Path: Departments/ExFlow/Document Processing/ExFlow Import Journals

Import Documents from Interpretation

The “ExFlow Import Journals” is used for importing documents, applying coding, handling action
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) in “ExFlow Journal Batches” list
the document images and the interpreted data will be imported. Depending on the journal settings
the documents will be separated into the different journals.

Users that “Batch Import Documents” need to have at least ExFlow-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.

sl Edit - User Card - Administrator == -
Bl 0w scons (2]
' | = Goto
s Wy B omy T WL ST
1 New oD X 4 Previous
View ACS  Change Change Web  Effective Notes  Links Refresh Clear
X Delete  Setup Password Service Key Permissions Filter P Next
Administrator
General - Notes a =
User Name: NAVEXFDEMO\ADMI... State: Enabled M SR men
FullNeme: Exiry Date [ ]
License Type: Full User v Contact Email: I:l =5
‘Windows Authentication NAVEXFDEMO\Administrator | NAVEXFDEMO\Administrator =
Access Control Service Authentication Disabled v
Business Central Password Authentication 2
Web Service Access 2 B
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 | o
[ZGEREeIRe:TN « Access to global Ex.. System Link Address De

There is nothing to show in this
view,

Screenshot - User Card
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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A journal with the setup checkbox ticked:” Only Purchase Order Matched Documents”, will get order
matched documents and documents containing “Order No.” information. There can be other ways to
separate the documents but a separation in Expense/Purchase Invoices matched is a very common.

HOME | ACTIONS ]
: X i i D ~l
N EEX 2 [ M [ ) 4 © T ik
New  View Edit Delete  Edit Baichlmport Create Invoices/ Batch Create Invoices/  Show Showas  Motes Links  Refresh Clear  Find
st List Journal Documents rMemos CrMemos... aslist  Chart Filter
New Manage Process Create View Show Attached Page
ExFlow Import Journal Batches - \Typetoﬁltev(FBJ | Name 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 s KMLPort 0 0 O 0 Mo of Documents in.. ®
= = niine - New documents only ° No. of Documents in.. 15
RSOPO  Readsoft PO ReadSoft Online  New documents only  XMLPort 0 0 O <
< m >

Screenshot - ExFlow Import Journals

In the journals there will be one document header record for each imported OCR document. “Import
Lines” in the lower section is line details for each document.

HOME | ACTIONS  NAVIGATE (2]
Show Document Image =y — ~
Delete Card  BatchVerify _ Import e Verify Batch Create Invoices/ Create lnvoice/  Refresh  Find
Documents.. Documents.. Readsoft Crline Document CrMemos.. CrMemo..
Manage Process Create Page
Batch Name: RSO GE v PDF Preview PONES
Action Message Block Posting Date  Document  Buy-from  Buy-from Vendor Name Vendor Document  Vendor Document  DueDate ¢ [IFIg] 3 e »
Document Type Vendor No. No. Docume..  Date
v 2020-03-18  Invoice 2200040 Telia Sonera Sverige AB 35460014191 2020-03-13 2020-04-17 A
oo 1T aprl 2018
[ae——
< W >
Import Lines & - _ Sammandrog v ks -
B e ST CH
[ Line ~ # Find  Filter 7. Clear Filter s [OS—— .
Action Message Type MNo. Description Quantity DirectUnit  Direct Unit Cast VATProd,  TestUnit . Deferal  Applied  Templ ~ =
Cost Exel. VAT (Order) Posting Costs Code Templat..  Rule =
| E G/L Account 6210 Phone / Tele 1 168,00 0,00 MOMS25 O TELIA_ADM O RAIROSITR e Rl o ot s s n,
G/L Account 6210 Phane / Tele 1 2,00 0,00 MOMS25 O TELIA SALES
G/L Account 6210 Phone / Tele 1 24,00 0,00 MOMS25 O TELIA PROD
f
i
P e 420 konor
i
[
i
<l ] > suomen s om0 s,
Action Message: -]

Screenshot - ExFlow Import Journal

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

View - ExFlow Imported Document - 116 =8 -
Bl o e [2]
~ =2 Goto
e T oer
) o Previous
Notes Links  Refrash Clear
Filter

116

General L

|mport Document No.: 116 Transfer Entry Type: |:|

Dacument Amount Including VAT: 220,00 Company-ID:

Document Amount VAT: Imparted by User: NAVEXFDEMO\ADMINISTRATOR

Posting Date: 2020-03-18 Imported date/time: 2020-08-17 11:22

Due Date: 2020-04-17 Scanned by: ]

Currency Code: :| Vendor No. (Import): 8200040

Vendor Invoice No. 35460014191 Order No.: ]
ExFlow Imported Document Line .n.“‘ ~
@ Find  Filter Clear Filter

Line No. Original No.  Unit of Measure  Description Quantity ~ DirectUnit Cost  Importedline  Line Discount e
Discount % Amount

< m >
Advanced @
Original values v

Screenshot - ExFlow Imported Document

Batch Verify Documents ...

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.

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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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
will “learn” how to interpretant this document next time.

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 |- button in filed “Image File Name”. 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.

Document Image will be saved to folder in ExFlow Setup “Path to Deleted Document”.

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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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
Import Line Excel Template”. 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, and use function “Import Lines from Excel”.

- HOME  ACTIONS | NAVIGATE

D Eh ug l [} Import Lines from Excel

» [ Get latest coding from vender
Impert Copy | Dawnload Import Line

Documents.. Document.) Excel Template € Retum to Readsoft Online

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.

PDF Preview # oA

Screenshot - PDF Preview

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

Approval proposal A
Approval group Card 57 Show Approval Proposal
Approver Group Mame

cC Cecilia Cederbaum
EE Erik Eriksson

Screenshot - Approval Proposal

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

If the amount in document header and total amount on document lines don’t have the same value,
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.

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

Screenshot - Import Journal, Fact Box, Line Details

Warning messages

Open: Fact Box --> Warnings messages

If Action Message displays “There are warning messages not yet accepted!” the message is viewed in
Fact Box “Warning messages”. Make appropriate changes or “Accept all warnings” as picture below.
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HOME  ACTIONS  NAVIGATE

[F Show Dacument Image b ~

X [ > & | < #

Delete Card | BatchVesity  Impont Retumto  Vesify Batch Create Invoices/ Create Invoice/ | Refresh  Find
Cocuments.. Decuments.. Readsaft Online Document Crbemes.. CrMeme..

Process Create

Batch Name: RSO GE v PDF Preview .o

VAT Amount Amount

Action Message .1 Prepayment VendorID Template Prop. Line 6/L ExFlow Amaunt
Order o, Fulle Account Purchas.. Including VAT Approval proposal 2
8200040 420,00
Line Details -
Warning messages "
Accept all warnings.
Waming | Waming Message Action
Type Type

Duedate  Due date s over 90 days (either older or newer).
Paymentval... Payment account i not default value

< I 5]

Impart Lines
[ Line + M Find  Filter 7. Cleas Fiter
Action Message Type Ho. Description Quontity  DirectUnit  DirectUnitCost WATProd.  TestUmt  Delemsl  Applied  Templ~
Cost Excl. VAT (Order) Posting..  Costs Code  Templst. Rule
G/LAccount 6210 Phone/Tele 1 16800 0,00 MOMS25 m] TELLA ADM -
6/L Account 210 Phone { Tele 1 8400 0,00 MOMS25 [m] TELIA_SALES =] Vendor Statistics -
& cour 10 Phone / Tele 00 00 MOMS25 TELIA_PROD
/L Account 21 hone / Tel 1 84 o, =] LA —
Belance (LCY): 3812400
Outstanding Orders LCV): 225000
Amt, Red. Not Invd. (LCYI: %0
Outstanding Inveices (LCV): 427500
v Total (O 85619,00
<[ [0 > Ovesdue Amounts (LCY) as of 20-08-17: 3812400
. - p Inweiced Prepayment Amaunt (LCY): 1750000
i yet accepted! [ Payments (LCY): 00
Screenshot - ExFlow Import Journal
Warning messages ~
aming . Warning Message Action
Type Type
Due date Due date is over 90 days (either elder or newer).

Payment val... Payment account is not default value

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

“Restart route” or assigning a new approval workflow.

This function is found on the Fast tab “Doc. Line Approvers”.

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 Status - Document Line Options
Restarting the route has four options

Restart from marked Approver: Restart from the “Doc. Line Approvers” line.

Restart line: Restart the “Document Lines”, all the connected “Doc. Line Approvers” lines.

Restart all lines: Restart all “Document Lines” and all connected “Doc. Line Approvers” lines.

Restart from marked Approver for all lines: E.g. two “Document lines” with three approvers, all lines
approved, restart standing on the second approver this option will restart all “Document Lines” lines
from number two.

Microsoft Dynamics NAV -

0 (O Restart from marked Approver
(U Restart line
() Restart all lines
() Restart from marked Approver for all lines

OK | ' Cancel

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).

Add and/or remove approvers on the “Approver Lines” if needed or change Template Rule. This will
only work if your user has “Superior” in ExFlow user setup.

Edit - ExFlow Approval - Invoice PIN107341 10000 == -
B ove  naviear (2]
E
=2, g Restart route ~l 3 Goto
@ L@ D o &~ YX
+/ Complete 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: v]

Approver Lines

Line » @ Find  Filter Clear Filter

Approver  Approver GoupName  Comments ApprovalDate  Approved By  Status Delegated  Under Created in

Group to revi..

v Cedilia Cederbaum Current []  From template rule NAYV
EE Erik Eriksson Not processed []  From template rule NAY

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, “Copy to all lines" helps a user by copying the Approver
Groups (on one line) to all lines.

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00 31/106
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Edit - ExFlow Approval - Invoice PIN107341 10000 = -
Bl rov:  naviear 7]
1Y — = -
o jor E% ‘o Restart route L L} S Y,X 2 Goto
L= Z +/ Complete o 4 Previous
View Propose new | Copy to | Notes  Links Refresh Clear
Approvers | all lines U Show document Filter P Next

Brores

Invoice PIN107341 10000

General ~
Status: |Acti"'e v ‘ Direct Unit Cost Excl, VAT: ‘ 153.00‘
Line Type: |G_:'LAc:aunt v‘ Line Discount %: ‘ O,DU‘
Ne.: 6210 Line Amount Excl. VAT: ‘ 153-[)0}
Name: Phone / Tele Deferral Code:
Description: Phone / Tele Deferral Start Date:
Quantity: | TJ Line Difference:
Applied Template Rule: TELIA ADM Initiator: ‘ADMINISTRATOR
Template Rule: e ‘
Approver Lines i A
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 - 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 “Purchase Invoice/Purchase Credit Memo” by clicking “Card” and delete. ExFlow
Approval status Card will be saved with Invoice No. In “Deleted ExFlow Documents.”

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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PDF Preview #oa

Screenshot - PDF Preview

Open PDF file in full size.
Go to: “Show Document Image (Ctrl+1)".

Change PDF Document Image

If PDF Image needs to be change it can be done before posting the document.
Click “Edit Document Image”

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

Notice that existing document will be deleted.

Attached Files
To view, click “Show Document” and to add new attachment, Click “New”

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

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 “Save” 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 - 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.

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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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 from the “ExFlow Import Journals” -> “ExFlow Approval Status” and the
final step will be to view the posted invoice “ExFlow Approval Status History”.

Steps in ExFlow Import Journal

Step 1 Import Document

Step 2 Check and handle “Action Message”. If blank 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

Import invoices is done from “ExFlow Import Journal”. Import documents either to all journals or
open and import documents in one specific journal.

This part describes the way how to import from a journal created to use only for “Expense Invoices”.
Select a journal and open by click “Edit Journal” or click on name.

) View - ExFlow Import Journal Batches == -
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
B,
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.. ®
eadsol 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 Documents (In ribbon)
When the import is done a new line is created.

Edit - ExFlow Import Journals - Invoic

i
HOME ACTIONS NAVIGATE
D s B Show Document Image a
X = | 3| € 0 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 Journals
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Step 2 — Check and handle “Action Messages”.

In this example there are no predefined Template Rules, so Approver/Approvers must be added
manually to the Invoice Line.

HOME ~ ACTIONS  NAVIGATE
Show Document Image ~
X B2 [y € 0 < ik
Delete Card  BaichVerify  Import Retunto  Verify Batch Create Invoices/ Create Invoice/  Refresh  Find
Documents... Documents... Readsoft Online Document Cal
Manage Process Create Page
Batch Narme: R - [~]
Action Message . Block PostingDate  Document  Buy-from  Buy-from Vender Name Vendor Document  Vendor Document P e —]
Document Type Vendor Mo. No. Docume..  Date H
| Seeline for specific action message. ] | 2020-03-18  Invoice 6492470 Visma. 17771347802 2020-03-18 T o S
[<] 0 [5|  Approval proposal o
Import Lines A Approval group Card {5 Show Approval Proposal =
E Line - # Find  Filker T Clear Filter Approver Group Name
Action Message Type Mo, Description Quantity Direct Unit  DirectUnit Cost VAT Prod.  TestUnit , Deferal  Applied  Templn
Cost Bxcl. VAT (Order) Posting..  Costs Code Templat..  Rule
G/L Account €540 Software / Mjukvara 1 9537682 0,00 MOMS25 O e
[ " 71 Line Details -
Action Message:  [See line for specific action message. (]
Warning messages v v

Screenshot - ExFlow Import Journals

Go to “Show Approval Proposal. From Fact Box --> Approval proposal
Or from Import Lines --> Line --> Show Approval Proposal

HOME | ACTIONS  NAVIGATE
1 Show Document Image i
X 2 (3 € + T M
Delete  Card Batch Verify Import. Return to Verify Batch Create Invoices/ Create Invoice/ ~ Refresh  Find
Documents.. Documents... Readsoft Cnline Document CrMemos... CrMemo..
Manage Process Create Page
Batch Nome: [ v i o (]
i e
Action Message . Block Posting Date  Document  Buy-from  Buy-from Vendor Neme Vendor Document  Vendor Document | ]
Document Type Vendor No. No. Docume... H
See line for specific action message. 2020-03-18 Inveice 6404470 Visma 17771347802 2020-03-18 -

[ 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 . Deferal  Applied  Templ A

Cost Excl. VAT (Order) Posting ... Code Templat.. le
rm Software/ Mjukvara p 953762 0,00 MOMS25 O There is nothing to show in this view.
F*  Item Charge Assignment
[ | Deferral Schedule

[T ] BT Line Details o

Action Message:  [See line for specific action message. (]

Warning messages v v

Screenshot - ExFlow Import Journals
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Add one or several approvers.

HOME ~ ACTIONS 2]
lj BRViewlist | 7,
Erbditlist | IR | [ A4
New
X Delete %
Hew Manage | View | Show Attached | Page

Approval proposal -

‘Typetnﬁ\tar(F}] | Approver v\-)‘ v

Approver Group Name

| v

|>

¥y Cow . Name

AA Anders Andersson -
ADMINIST... Administrator

BB Bertil Boo ) (=
|-

cC Cecilia Cederbaum

oln} David Danielsson

DIMOWN1T  Dimension Owner 1
DIMOWN2  Dimension Owner 2

v

New Advanced T Set as default filter column

Screenshot - Approval Proposal

In FactBox to the right approvers will be updated in “Approval proposal”.

Approval proposal oA
Approval group Card ﬁ Show Approval Proposal

Approver Group Name

BB Bertil Boo

Screenshot - Fact Box Approval Proposal
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Step 3 — Verify Document

& exflow

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

When all action messages have been handled, “Verify Document” to see if action message is empty
and therefore ready to be created.

HOME ACTIONS NAVIGATE
[ Show Document Image k- —J ~
x E B €« [l =+ <
Delete Card | Baich Verify |  Import Return to Batch Create Invoices/ Create Imvoice/ | Refresh  Find
Documents... \Documents... Readsoft Cnling De
Manage Create Page
Batch Name: RS v
Action Message . Block PostingDate  Document  Buy-from  Buy-from Vender Name Vendor Document
Document Type Vendor No. No.
[ I 2020-03-18 Invoice 6404470 Visma 17771347802
< 0
Import Lines
EdLine - # Find  Filter 7. ClearFiter
Action Message Type MNo. Description Quantity Direct Unit  Direct Unit Cost VAT Prod. TestUnit , Defen
Cost Bxcl. VAT (Order) Posting..  Costs Code
G/LAccount 6540 Software/ Mjukvara 1 953762 0,00 MOMS25 [}

<

Action Message:

i
Vendor Document —— _
Docume..  Date H
2020-05-18 - e v —
51 Approval proposal N
~  Approval group Card 157 Show Approval Propesal =
Approver Group Name
vl Applied  Templn
Templat..  Rule 88 Bertil Boo
>
Line Details. v

Warning messages

Screenshot - ExFlow Import Journal

Step 4 — Create Document

Click: Home --> Batch Create Invoices/Cr.Memos / Create Invoice/Cr.Memo
Create invoice or credit memo by clicking “Create Invoice/Credit memo”.

HOME | ACTIONS  NAVIGATE

(2}
Show Document Image = — ~
X [ L € [ + | S H
Delete Card  BatchVerfy  Import Retumto  Verify Batch Create Invoices/ Create Invoice/ | Refresh  Find
Documents... Documents... Readsoft Online Document
Manage Process Create Page
Batch Name: v ~
H :
Action Message . Block Posting Date  Document  Buy-from Buy-from Vendor Name Vendor Document  Vendor Document . ]
Document Vendor No. No. Docume..  Date ¢
2020-03-18  Inwoice 6492470 Visma. 17771347802 2020-03-18 o e e J—
<[ w >| Approval proposal o~
Import Lines - Approval group Card (5} Show Approval Proposal =
[ Line - # Find  Filter T ClearFiter Approver Group Name
Action Message Type No. Description Quantity Direct Unit  Direct Unit Cost VAT Prod.  TestUnit , Deferral  Applied  Templ A
Cost Bxcl. VAT (Order) Posting ... Costs Code Templat..  Rule BB Bertil Boo
G/LAccount 6540  Software/ Mjukvara 1 953762 0,00 MOMS25 O
< i 1 Line Details ~
Action Message:
IL- Warning messages v v

Screenshot - Fact Box Approval Proposal
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Import Purchase Invoice with Order Matching

Import invoices is done from “ExFlow Import Journal”. Import documents either to all journals or
open and import documents in one specific journal.

This part describes the way how to import from a journal created to use only for “Purchase Order
Matching Invoices”.
Select the journal and open by click “Edit Journal” or click on Name.

il ExFlow Import Journals - Microsoft Dynamics NAV client - connected to Dynamics 365 Business Central =|E -
o v |[0 SignUpSoftware AB » Departments » ExFlow » Document Processing » ExFlow Import Journals 2| | Search (Cirl+F3)
Bl o acons (2}
O Xz G [ ] i) & © b
New Edit Delete | Edit BatchImport  Create Inveices/ Batch Create Invoices/ Showas  MNotes Links  Refresh Clear Find
List Journal | Documents Memos CrMemos. Chart Filter
Departments ExFlow Import Journals - Typetofiter (F3) | Name ~|=| v  Pending document statistics ~
b Object Manager
Filter: STANDARD No. of RSO Impart Errors:
b Financial Management
No. Import Document Errars:
b Sales & Marketing Name Description Import Verify OCR OCRXML No.of Rea.. Only Purchase Order OCR
No. Queued Import Documents:
b Purchasing Type documen... Impo... PortNo. Documents Onli.. Matched Documents Import Fil
. 0 6E Readsoft GE Ll Newd pon 0 0 No. of Documents in Import Journal 13
b Warehouse eadisof ile ew docu... o I} [n @ Brermr o A S 17
b Manufacturing RSO PO Readsoft PO XML File New docu.. XMLPort 0 [
Jobs

Screenshot - ExFlow Import Journals

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

Step 2 — Check and handle “Action Messages” (A in picture below).
Common action messages and solutions:
e There are lines matched against order but where receipt is missing!
Delivery has not been posted. Go to Purchase Order and post — Receive.
Run verify after receiving delivery and ExFlow will match invoice against posted delivery.
(B in picture below)
e 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.
Use “Line Details” in Fact Box for totals and differences. (E in picture below).
e [f the invoice includes more than one order you can use “Get Receipt/Return Shpmt.”
(Cin picture below).
e 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 “Test Unit Cost” on Import Lines and send invoice for approval. (D in picture below)
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- HOME  ACTIONS  NAVIGATE

[ Import Documents. > € | [} Move Document to other Company Batch Verify Documents.
Ef3 Capy Document.. <] [ Move selected documents.to other batch .+ Edit/View OCR Import Queue
@A Download Import Line Excel Template [ Verify Document

Batch Name: RSO PO v

Action Message (
Amount (15 857,25) is not equal to total of on lines (15 628,00)
< ]
Import Lines
[ Line - Find _Filter Clear Filter
Action Message | Type
Line difference between the invoice and the order unit cost!  Item
Item
Item
Item
6/L Account

< 0

Block Posting Date  Document
Document Type

v 2020-03-23 Invoice
Mo, Description

Receipt No. 107031

1003 KINGSTON 8GB LOW P.
1004 HP HD 14568 2.5% 10K
1005 HP BLACK TREFARG N...
1006 HP BLACK SVART NO3...
5710 Freight / Frakter

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

9 exflow

Edit - ExFlow Import Journals - Invoice 51

1Match OCR Lines.

Buy-from
Vendor No,

2559334

Quantity

J S Y P

[D9Email PDF Document Create Invoice/CrMemo.

[ Get Receipt/Return Shpmt./Order Lines 6 Batch Send Receipt Reminders | j{"Batch Create Invoices/Cr.Memos.

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

Approval proposal

Buy-from Vendor Name Vendor Document  Vendor =3

Dustin

Direct Unit Cost Excl. VAT

0,00
3096,00
299500
236,00
316,00
000

Approval group Card 3 Show Approval Proposal
No Document I

T Approver Group Name

Thereiis nothing to show in this vie

- Line Details
Direct Unit Cost VAT Prod. | TestUnit |
(Order) Posting

000
319600 MOMS12
299500 MOMS25
236,00 MOMS25
316,00 MOMS2S
0,00 MOMS25

Amount

Header Amount:

Line Total Amount:
Amount Difference:
VAT

Header VAT Amount:
Line Total VAT Amount:
VAT Amount Difference:
Amount incl. VAT

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

Amount incl. VAT Difference:

- o
(2]

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 Document (In ribbon)

When all action messages have been handled, “Verify Document” to see if action message is empty
and therefore ready to be created.

Step 4 — Create Document

Click: Home --> Batch Create Invoices/Cr.Memos / Create Invoice/Cr.Memo
Create invoice or credit memo by clicking “Create Invoice/Credit memo”.
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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.

To check setup for prepayment, use “Preview Prepmt. Invoice Posting” on the prepayment order.

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.

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:
Appln. between Currencies:

Copy Comments Blanket to Order:

Number Series

R0 00ROOKRKR[E

o

g

c

&

<<l € < <

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:

Ignore Updated Addresses:

Never
Work Date

Remainder

DU ONREEE
I(I

# Show fewer fields

>

Wendor Nos.: LEVERANTOR Credit Memo Nos.: INK-KREDIT v
CQuote Nos. INK-OFFERT Posted Credit Memo Mos.: INK-KRE-B v
Blanket Order Mos.: INK-AVROP Posted Receipt Mos.: IMNK-INLEVN v

-

Screenshot - Purchase & Payables Setup
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Prepayment Purchase Order
To use the function “Prepayment”, start by creating a Purchase Order.
Add Prepayment Percentage on the Order Card and use Compress if needed.

9 exflow

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

- HOME  ACTIONS | NAVIGATE
[ Caleulate Inveice Discount
[2] Get Recurring Purchase Lines... Mz Drop Shipment +

[Em Copy Document... T Special Order -

106052 - Dustin

[T Incoming Document -

New - Purchase Order - 106052 -

£ Meve Negative Lines.. “[5Archive Document

[Send Intercompany Purchase Order

Send Approval
Request

Dustin

A T

Flow  Create Whse. Create Inventory Put-

Receipt

P [ Post.. [ Test Repert...
& [ Preview Posting JPost Batch

away/Pick..

-~ Attachments

‘ Documents:

89 Vendor Statistcs

Vendor No::
Balance (LCY)

General
Vendor Name: Dustin | Vendor Shipment No [
Contact: v|  GrossInvoice Amount: [
Note of Goods: ‘ Inward Registrated:
Document Date: 2021-06-03 v Approve:
Vendor Invoice No * ] Requisition No: ‘

J Outstanding Orders (LCY):

Approval Status: Inactive Amt. Red. Not Invd. (LCY):
Outstanding Invoices (LEY):
v Showmorefields  Total (LCV):
Overdue Ameunts (LCY) as .
Lines “  Invoiced Prepayment Amou...
o Selectitems.. [ Line ~ Functions = [] Order - % Find  Filter Clear Filter Payments (LCY):
Type No. Description Gen.Prod. VAT Prod, Quantity  DirectUnitCost  LineAmount Applied  Depar~ ~ nerunds(LCVE:
Posting ... Posting .. Excl. VAT Excl. VAT Templat.. Code Last Payment Date:
ltem 20104 Samsung U321590U 32" 4K UHD DETAL MOMS25 17 2990,00 50830,00 DUSTIN =
Buy-from Vendor History
Vendor No:
Quotes:
-
Blanket Orders:
< w >
Orders:
Subtotal Excl. VAT (SEK) 5083000]  Totel Excl. VAT (SEK) 50830,00) Inveices:
Inv. Discount Amount (SEK): 0.00 Total VAT (SEK): 12707,50) Retum Orders:
Invoice Discount % 0| Total Incl. VAT (SEK) 63537,50 Gl
Ptd, Return Shipments:
Invoice Details v [ =
Shipping and Payment v Petdnvoices
Pstd, Credit Memos:
Foreign Trade v
E Incoming Documents
Prepayment -
Purchase Line Details
Prepayment % [ 50 Prepmt, Payment Discount % o
No:
1 P 3 . Pmt, 3
T ] Prepmt. Prmt, Discount Date: v Availabilty:
Prepmt. Payment Terms Code | v Vendor Cr. Memo No: | | purchase Prices:

Prepayment Due Date:

2021-06-02 v

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.

Purchase Line Discounts:
Attachments

= Post and Print.. EZiPrepayment +

573770,31
8932250
67 280,00

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 “Order No 106052 has

no received lines.”

SignUp Software AB
Org. nr: 556570-9721

Evenemangsgatan 2C
SE-169 79 Solna, Sweden

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

Change Document Type from “Invoice” to “Prepayment”.

HOME  ACTIONS  NAVIGATE
b Show Document Image E o — ~
Delste Card  BatchVerify  Import Retunto Ve Batch Creste Invoices/ Creste Invoice/  Refresh  Find
Documents... Documents... Readsoft Online Document CrMemos... +Mema...
Manage Process Create Page
ExFlow Import Journals Typetofiter (F3) | Action Message -2 ~
No filters applied
BatchName:  |PO v
Action Message Block Posting Date  Document  Buy-from  Buy-from Vendor Name Vendor Vendor Doc
Document Type Vendor No. Docume..  Docume..  Date
Order No 106052 has no received lines. 2021-06-03  Invoice v 2559334 Dustin 2106031151 2001
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 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.

HOME ACTIONS NAVIGATE
Lo [ Show Document Image k-5 =] e |
x % = E} €« I E J o i
Delete  Card Batch Verify Import Return to Verify Batch Create Invoices/ Create Invoice/  Refresh  Find
Documents... Documents... Readsoft Online Document Cr.Memos... r.Memo...
Manage Process Create Page
ExFlow Import Journals - Typeto filter (F3) ‘ Action Message - | > | v
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
[ Line - @ Find  Filter T ClearFilter
Action Message Type Mo. Description Quantity VAT Prod. Posting Direct Unit Cost ine Discount % Test Re-l.. ™
Group Excl. VAT (Order) Uni... Man...
| o] 671 Account 4501 Detal; 25 1 MOMS25 25415,00 00 [1 [
<| [T | >
Action Message: “Zl
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.
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00 43/ 106
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& exflow

HOME ACTIONS NAVIGATE
T L [ Show Document Image ’—Tj — ~
X B2 > €& u + T 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...
Manage Proces Create Page
[ Q 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. I PDF Preview
Batch Name: PO v
Action Message Block Posting Date  Buy-from Buy-from Vendor Name Document Vendor Vendor Document Due D
Document Vendor No. Type Documen... Documen... Date
Belopp (40,00) dverensstammer &j med .. L J‘2D21 -12-07 2559334 Dustin Prepayment  TESTFOR 2021-12-22 2021-1
<| m >
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 =
e
1
[} G/LAccount 31520 Ovriga fordringar 1 4000 e

L L e il
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.

i Edit - ExFlow Import Journals - Prepayment 1 -8 x
Bl vove  actons  navieate (2]
P > . N Y e
(= o) Y \ _ 5 L) Show Document Image - Y ~
X B2 : » ) : | + ~ ik
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
Action Message Block Posting Date  Buy-from Buy-from Vendor Name Document Ve
Document Vendor No. Type Dc

Amount (48,00) is not equal to total of o..

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

< " Yes | No J >

Import Lines

B Line -+ M Find  Filter Y. Clear Filter

Action Message Type No. Description Re-Invoicing Quanti ™

Customer No =
G/L Account
< L) >
Action Message: |Amount (48,00) is not equal to total of on lines (40,00)
<
Screenshot - ExFlow Import Journal Prepayment — Change prepayment percentage
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00 44106
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@ exflow

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.

HOME ACTIONS MNAVIGATE 7]
? ® mﬁppmvals [ET F—B' Invoices @ ?&the. Receipt Lines
s ) Comments {[E| Prepayment Invaices 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

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 “Line Details”.

HOME  ACTIONS  NAVIGATE L)
1 L L Show Dacument Image =y — ~
X [ [» € [ + O
Delete Card  BatchVerfy _ Import Retumto  Verlfy Batch Create Invoices/ Create Invoice/ | Refresh  Find
Documents... Documents... Readsoft Online Document o CrMemo.
Manage Process Create Page
ExFlow Import Journals - Typetofiter (F3) | Action Message - —)| v
Mo filters applied
BatchNeme:  [PO v Line Details &
Action Message Block Posting Date  Document Type  Buy-from Buy-from Vendor Name Vendor Vendor Document  Due Date O | Amount
Document Vendor No. Docume..  Docume..  Date
Header Amount: 2541500
1 v 20210603 Invoice 2550334 Dustin 2106031331 20210603 20210603 10
Line Total Amount: 5083000
E Line Total Prepayment Amount: -25 415,00 1
‘Amount Difference: 0,00
VAT
<[ w >| | Header VAT Amount: 633375 |2
Import Lines ~ _Line Total VAT Amount: 12 707,50
B line ~ @ Find  Fiter T, Clear Fiter Line Total VAT Prepayment Amount: -6353,15
Action Message Type Ne. Description VAT Prod. Posting Quantity  DirectUnitCost LineDiscount% Test Red. A A1 AmountDifference: 000
Group Excl. VAT (Order) Uni.. Man.. E Amount incl. VAT
Receipt No. 107065: 000 o0 [ 01 Header Amount incl. VAT: 3176875
Ttem 20104 Samsung U321590U 32° 4K U... MOMS25 17 2390,00 o0 O O U T A T s D
v| | Line Total Prepayment Amount incl. VAT: 3176875
< m [ > “Amount incl, VAT Difference: 000
Action Message:
Il e 7

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

5 exflow

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.

ExFlow Approval Status - Microsoft Dynamics NAV client - connected to Dynamics 365 Business Central

Q) [T SgolpSotware B » Depsaments + ExFlow + Document Processing »_Blow Approval Status

Bl o o

. — s X g
a6 & DNED 57
Gdit  View Bt Veity  Post| Card | Show  Showal
Lst  Changes Baich. document approvers [ Fil
oo ExFlow Approval Status *
Docu.. . Document . Vendor Document No.
Type N

PINTOT4 35460914191
PINTOT4Z 1TT34TER2
Iwoice  PINIOTMI 6050704

Document Lines
[ tine + M Find  Filter

ineType Mo Hame
tem 1003
tem 105
tem 1006
1004
/L Account 5710 Freight / Frakter

Doc. Line Approvers
line = M Find  Fiker T Cle

Approv. . Approver AegrovsGrovg ame
i Groon
¢ Home 10000 A& Anders Andersson
= P T
Hatory
[ —

Screenshot - ExFlow Approval Status

=|3| v  PDF Preview

o

VendorNe. Vendor Name Status
E0000  Tehi Sonera Sveige A8 42000 Active Dustin
5454470 Visma 1152200 Actr W
2559334 [Dustin 1983400 Adtive

Description Quantty  DirectUnitCost Deferal  New Line Amourt [ ExFlow Status

Excl VAT Code Line Excl, VAT
YINGSTON 868 LOW POWERKIT - KTH... 1

HP BLACK TREFARG NO.343 1
HP BLACK SVART NOLI39 1ML 1
HP HD 1458 258 10€ 545 DP HOT PL—. 4
Freight / Frakter 1

Comments

u] 309600 Actve

236,00| Active

Agproval Date Approved By | Status

00006-271904  AA Approved
Cumrent

Attached Files

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.

& exflow
& inbox(3) Vendor Company
I bue@ :ea“a Sonera Sverige g NUP TEST
[ visma SIGNUP TEST
4D Recent
Dustin SIGNUP TEST
Il onhoid
Q  search

Screenshot - ExFlow Web - Inbox

SignUp Software AB
Org. nr: 556570-9721

Bl = bDuedate:
Document Due date Amount
PIN107341 4/17/2019 420.00 SEK
PIN107342 4/7/2020 11,922.00 SEK
PIN107343 4/12/2020 19,834.00 SEK

Evenemangsgatan 2C
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and image. It is possible to have the list expanded automatically.

& exflow

Click on the invoice you want to approve to open document with information about the invoice lines

Company
SIGNUP TEST
Amount
19,834.00

Net amount
15,867.25
VAT amount
3,966.75

< Invoice Dustin (PIN107343)

= ﬂppruval

1 § + A Andersson
Delivery received

2« AAndersson

3+ A Andersson

4« A Andersson

5 « A Andersson

O *BBoo

0 veBoo

O veBoo

O *BBoo

O vBBoo

Invoice no. Due date
6059704 4/12/2020
Vendor
Dustin
Posting date
3/23/2020
Document date
3/23/2020
a < | Amount Quantity Unit cost Order no.
3,096.00 + 100 3,??5;99 106051
11,980.00 + 400 299500 106051
236.00 + 100 23500 106051
316004 100 316.00 40605
00 316.00
239.25 + 100 23925

Coding

ltem
1003
KINGSTO.
hem
1004

HPHD 14..

hem
1005

HP BLACK...

Hem
1006

HP BLACK...

Account

5710
Frakter oc.

>

DESCRIPTION

KINGSTON BGB
POWER KIT - KT
XWRETI B/RG

DESCRIPTION
HP HD 146GE 2
SAS DP HOT PL
DESCRIPTION
HP BLACK TREF
NO.343

DESCRIPTION
HP BLAGK SVAF
NO.339 21ML
DESCRIFTION
Frakter och tran

cfo Lindor® Box 47287 100 74 53

COrganisaansnummer:
Leveranssalt:

Leveransilor: A
Leveransdatm: )

SIGN UP SOFTWARE AB
HALLONBERGSPLAN 5 2 TR
174 52 SUNDBYBERG
Svarige

Produkter N
Artikeinummer  Benamning
010197956 KINGSTON 65|
5010196380 HE K 14558 1]
SERIENUMS
SERIENUMS
‘SERIENUMY
‘SERIENUMY
SOI007247E HP BUATK TREF]
5010073350 HP BUATK SVaR

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

har glat Bt under en viss peniod och

sum 15,867.25 9
Screenshot - ExFlow Web - Document
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00

Org. nr: 556570-9721

SE-169 79 Solna, Sweden
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& exflow

Depending on the permission role on ExFlow User in Business Central, the user may adjust the line
regarding dimensions, change Account etc.
In this case, the user just approves the invoice by clicking “Approve” button.

Company
SIGNUP TEST

Amount
19,834.00

Net amount
15,867.25

VAT amount
3,966.75

= ﬂppmvm

1+ A Andersson
Delivery received

2« A Andersson

3« A Andersson

4« A Andersson

5 « A Andersson

sum 15,867.25

[ +BBoo

[ +BBoo

[ +BBoo

[ +BBoo

[ +BBoo

< Invoice Dustin (PIN107343)

Invoice no. Due date
6059704 4/12/2020
Vendor
Dustin
Posting date
3/23/2020
Document date
3/23/2020
<  Amount Quantity Unit cost Order no. Coding >
Item DESCRIPTION
3,096.00 + 1.00 3,086.00 446059 1003 KINGSTON 8GB
1.00 3.196.00 KINGSTO. POWER KIT - KT
- XWRATI P/RG
Item DESCRIPTION
198000+ 400 259500 106051 1004  HPHD 145682
400 299500 HEHD 14, SASDPHOTPL
Item DESCRIPTION
236.00 + 100 23600 106051 1005 HPELACKTREF
1.00 236.00 HP BLACK.. NO.343
Item DESCRIPTION
316.00 + 11[1?‘ 31165[:2 106051 1006 HP BLACK SVAF
1.00 316.00 HP BLACK.. NO.339 21ML
Account DESCRIPTION
239.25 + 1.00 23925 5710 Frakter och tran

Frakier oc..

CANCEL LY

SAVE

VALIDATE

y BV

FORWARD
HOLD

REJECT

AFPROVE e

Dusti

o/ Lindcef® Box 47257 100 74 S

Flirfaliodatum: 204

I licor: 20
Crganisationsnummer: 554
Leveranssatt- 00}
Leveranswllor: Fr
Leveransdatum: 20w

SIGM UP SOFTWARE AB
HALLONBERGSPLAN 5 2 TR
174 52 SUNDBYRERG
Svarige

Produkter LY
Artikelnummer  Bendmining
5010197956 KINGSTON BGE
5010196380 HP HD 146GB 2.
SERIENUMN
SERIENUMN
SERIENUMN
SERIENUMN
HP BLALK, TREF
HF BLACK SvaR

5010072472
SCI0CT33H)

OBS! Dustin har\E

Nettobelopp
15 728,00
Moteagare: Dustn AB
Betalas tik: Martes AE
OCR-nummes: 1007000
Ferfallodatum: 2009-041

Summa inkd. moms: 19 834,00
i betaligsdrijerdl utgr Brigen

Dustr tar ut vid var t
ar fordran enligt denna fakura har
Ukovicden eridggs genom ersattning b
Betaining med befrends verkan kan
IRAN: SEG2 9500 099 6042 0035 3

Du vet vl att du kan se din onde
Logga in och Midka pd onderhistorik,
vt am du il se al bessilkds prod
har glet &t under en viss period och |

Dustn A8
Box 27304
102 54, STOCKHOLM

Screenshot - ExFlow Web - Document

SignUp Software AB
Org. nr: 556570-9721
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& exflow

After approval, the invoice will be moved to the Box called “Recent” and Approval Status in Business
Central will be updated. Invoice is also sent to the next approver if such exists.

g exflow B2 = pocdate) 2 Bertil Boo
B mbox (2) Vendor Company Document Due date Amount Recent (1)
! Due (2) [ Dustin SIGNUP TEST PIN107343 4/12/2020 19,834.00 SEK]
Inbox (2)

[ T

Recent (1)

Il onhold
Due (2)

Q  search

QUICK TIPS REPLACERS DUE

Screenshot - ExFlow Web - Recent

Status is now updated in the “ExFlow Approval Status” page.

Q) )~ [T SunpSovaread » Depariments + GFlow + Document Procesing +Exlow ApprovalSatus 2] [Sesren (cueFn)
HOME | ACTIONS  NAVIGATE o
= # G Ehgpronsl M~
BB GMNE D v I e 0 [ & %
Edt View Edt Ve Pom Cad Show  Showal Showss  Notes ks | Refesh Clse Find
Ust | Changes Batch. document approvers (5] Fites on appraver Chart Frer
Departments ExFlow Approval Status Typetofifer (F3) | Document Type =% v  PDF Preview alnl
b Financial Management
b Sales & Marketing 0 i =
b Purchssing Docu.. . Document  VendorDocumentMo.  VandorNo. VendorName Gross Amount Cumency | Status
b Warehouse Type He. Code
b Manufscuring Invsice PINTO7341 38450914191 B20080  Telia Somers Sverige AB 2000 Active
ot Invoice  PINIOTM2  177TIMTAQ2 B0 Visma na22m actie
Resource Planning Ivoice  PINOTMZ 6059704 255334 {Dustin 1983400 Approved
Human Resources
b Administrstion
4 Blow
Document Processing < = 2
User dpproval Document Lines -
Order Processing Bune - MFid  Fiter T Clew Fiter
Requisition
qua LneType Mo Name Description Cuamtty  Direct Un#t Cost  Defemal New Line Amaund] ExFlow Status
Reports Bl VAT Code Line Evcl, VAT al
:”‘"“"F‘“”“‘" Item 1003 LOW POWER KIT - KTH.. -KTH.. 1 109600 O 308604 Approved
storyFol
m’u;’ 2 Item 1005 1 BLACK TREFARG NO.343 HP BLACK TREFARG NO.343 1 23600 u] 23600 Agproved
tem 1006 HP BLACK SVART NO339 21ML HP BLACK SYART NO.339 21ML 1 31600 u} 316,00 Approved
tem 1004 HPHD 14668 256 10K S45DP HOTPL.. P HD 146G .58 10K SAS DP HOT BL 4 299500 o 11900 Approved
GAL Accourt 5710 Freight / Frakter Freight / Frakter 1 2025 0 23929 Approved
<[ - >
Doc. Line Approvers. -
Line = M Find  Fiter T Clear Fier
Approv.. . Approver  Approver Group Name Comments. Approval Date Approved By | Status
Order ~ Group
(Y Home 10000 A Anders Andersson aooaiee  AA gproved
- 20000 88 et Boo e 68 gproved
L= History
Departments

" Attached Files ~

Screenshot - ExFlow Approval Status

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

The Invoice is now waiting to be updated to “Ready for Posting”. By using the function “Verify
Changes” the administrator updates the “Status” of the invoice and approves the changes done on
lines.

°0- [ SqalpSoltwaie AB b Depstments » ExFlow b Document Processing b Exflow Approval Status. 2| [Search (cri+F3) |

HOME | ACTIONS  NAVIGATE L)

/BB GINE O v T e [0 10 & & T b

Verfy |Post  Card  Show  Showsl

Showss  Notes Lnks  Refresh Clesr Fid
Changes Batch._ document appravers. (5] Fiter on approver ¢ Chart Fitter
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 Ne. Code
I Manufscturing Imoice  PINIOTII 33460914191 6200MD  Telia Somera Svesige AB anm Active
Jobs Imoice  PIOTM2  1TTTI3MTER U Visma 19200
Rasource Planning Invoice  PINIOT33 6059704 2559334 Dustin 1983400
b Senvice
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  Direst Unit Cest  Defenal 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] 230,28 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
& Attached Files v

Screenshot - ExFlow Approval Status

The next step is to post the Invoice by using function “Post” or “Post Batch”.

eov [T1 SignUp Softwarc AB » Departments » ExFlow » Document Processing »_ExFlow Approval Status

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 [1] Print new Purchase Quote Document  Changes Batch..
Line Functions Do
Departments ExFlow Approval Status - Typetofitter (F3] | Document Type -[2] v PDFPreview
b Financial Management
b Sales & Marketing
b Purchasing Docu.. , Document . VendorDocumentMo.  VendorMo. Vendor Name Gross Amount  Currency  Status
b Warehouse Type No.
b Manufacturing Invoice  PIN17341 35460914191 8200040 Telia Sonera Sverige AB 42000 Active
Jobs Invoice  PINIOTM2 17771347802 8434470 Visma 11922,00 Active
=g, Imvoice  PINIOT343 6059704 2550334 [Dustin ] 1983400
b Semvice
Human Resources
b Administration
4 BxFlow
Document Processing [<] [T >]
U‘f”‘f”"’“' Document Lines -

Screenshot - ExFlow Approval Status
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& exflow

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

e w |40 SignUpSoftware AB » Departments » Exflow » History/Follow Up » ExFlow Approvel Status Histary @ [Search (C1i-F3)
HOME | NAVIGATE @
;¢ = B ™ s ]
2 76 0O B g i & & T M
Cwd | Edt View  Show Fiteron Navigate Showss  Motes Links Rehesh Ciear  fFind
document spprover + chart iter
Depatments ExFlow Approval Status History = Typetoflter (3) | Document Type -12| v PDF Preview - o
b Financial Management P—
b Sales & Marketing 3 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 +
< - >
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 isory
S Dorrimes
Attached Files -
" > [ Show Document 7] New 0

Screenshot - ExFlow Approval Status History
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Automatic Diff. Line

@ exflow

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.

Add “ExFlow Standard Purchase Code” in field “Diff.Line ExFlow Standard Purch. Code” under PO
Matching in ExFlow Setup.

HOME ACTIONS NAVIGATE 0
D 7 ~l + D ~l Y 2 Goto
Q . /5] =~ w~ Ix
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. %: | 10,00‘
[ 1
Screenshot - ExFlow Setup
HOME ACTIONS NAVIGATE
1 Show Document Image — ~
X E E} € [ =+ o
Delete Card Batch Verify Import Return to Verify Batch Create Invoices/ Create Invoice/ = Refresh  Find
Documents.. Documents... Readsoft Online Document r.Memos.
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 BOSQ?Dﬂ 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 ]
[<] u
Action Message: I[...]
Screenshot - ExFlow Import journal
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ltem Charge Assignment

When using Charge (ltem), 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

Import Lines
[ Line ~ #% Find  Filter Clear Filter
[5] Purchase Order Card Type No. Description Quantity
25 Dimensions Ctrle Shift+D
-
%7 Show Approval Proposal  Ctrl+Alt+A Receipt No. 107102
Show Avsilsble Termplates tem 1003 KINGSTON 8GE LOW POWER KIT - KTH... 1
T Item 1005 HP BLACK TREFARG NO.343 1
Deferral Schedule Item 1006 HP BLACK SVART NO.339 21ML 1
Item 1004 HP HD 146GE 2.5% 10K SAS DP HOT PL 4
.| Charge (item) 1-FRAKT Freight Item charge 1
< n
Action Message: ‘ ‘
Screenshot - ExFlow Import journal - Import Lines - Item Charge Assignment
Edit - Item Charge Assign. (ExFlow Purch) - F-FRAKT Freight / Diverse frakt forsalining
- HOME  ACTIONS
= ~
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
Doc. Type Assign
Invoice 76 0000 1003 KINGSTON 8GB LOW POWER Kl... 025 59,81
Invoice 76 70000 1005 HP BLACK TREFARG NO.343 0.25 59,81
Invoice 7 20000 1006 HP BLACK SVART NO.339 21ML 025 5982
Invoice 76 90000 1004 HP HD 146GB 2.5% 10K SAS DP H... 0.25 59,81
< [
Assignable To Assign
Total (Qty.): 1 1
Total (Amount); 23925

Screenshot - Item Charge Assign. (ExFlow Purch)

23925

Direct Unit Cost

-9 exflow

Direct Unit Cost VAT Pred.

Excl, VAT (Order) Posting ...
0,00 0,00
3086,00 318600 MOMS25 =
235,00 236,00 MOMS25
316,00 316,00 MOMS25
205,00 299500 MOMS25
23825 0,00 MOMS25
v
>
- | o s
(]
Qty. to Receive Qty. Received
(Base)
B
|
.
4

>

Rem. to Assign
0

0

Let ExFlow automatically assign Item Charge. Add value how to calculate assignment “Equally, By
Amount, By Weight or By Volume” in field “Automatic Item Charge Assignment” under PO Matching

in ExFlow Setup.

- HOME ACTIONS NAVIGATE

R/ B @ 3

=
View Update
Readsoft Online  Web cache

ExFlow Setup

General

Folders

Doc. Creation Checks
Doc. Posting Checks
PO Matching

Purch. Invoice applies to:
Copy Purchase Order Attachments:

Automatic ltem Charge Assignment:

Use Vendor No. from Matched Purchase Order:
Require Accept of Potential unit of measure mismatch:
Matching Delay Doc. Date(days):

Matching Delay Due Date(days):

Matching Telerance Unit Cost %:

Screenshot - ExFlow Setup

Clear ExFlow Create new
column

Edit - ExFlow Setup

~l > Goto
& © W
MNotes  Links Refresh Clear
Filter

Equally v
MNone

Equally

By Amount

By Weight

By Volume

Database

Automatic Difference Line

Max Misc. Charges (LCY):

Propose Diff. Line:

Diff. Line ExFlow Standard Purch. Code:
Max Diff. Amount (LCY):

Max Diff. %

Receipt
Auto Retrieve Receipts:

Receipt No. Mandatary: Item

_|:|-
()

4031 Ll

\Mocalhost\Scannedinvoices\SignUpNAV2018_SE\OCR\ v

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

250,00)

FRIGHT v
250,00)
10,00]

[

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.

SignUp Software AB
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& exflow

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.

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

Eepanments Requisition

Financial Management

Sales & Marketing Lists

Purchasing

Requisitions are not activated please contact your ExFlow partner if

Warehouse

v v v v v

Manufacturing
Jobs

Resource Planning

k3

Service

Human Resources

k3

Administration

ExFlow Web Receipts
ExFlow Order Status

Setup

you want to activate the functionality.

ExFlow Requisition Rules

ExFlow Delivery Addresses

ExFlow Purchase Header Mappings
ExFlow Dimensions-G/L Mappings

n

ExFlow
Document Processing Administration
User Approval Setup

Order Processing ExFlow Requisition Setup

Reports

Periodic Activities
History/Follow Up
Setup

Screenshot - ExFlow Requisition Menu

To activated Requisitions, go to ExFlow Requisition Setup.

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: [ ]

Set blank Currency to LCY (Requisitions): O

Requisition Nos.

Screenshot - ExFlow Requisition Setup

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

Also change is needed in the web configuration with help from SignUp Software or your Business
Central Partner.

& exflow

O nbox (19) Company Vendor Date Amount
1 Due (12)

(B Futwre ()

0 Recent (4)

1] On hold (1)

Approved (1)
Sent
Pending
Rejected
Archive
Draft:

¥

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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HOME  ACTIONS  NAVIGATE

s aX =+

Edit View Delete Create Quote
Batch..
Manage Process

ExFlow Requisitions ~

i & &

Shoy
as Lis
View Show Attached

Error Message Docu.. , Doeu. , Assigned  VendorNo.
Type No. Purchasi.
Requisition  GASFFFDE-... SUSS 10000

% #

w Showas  Notes Llinks  Refresh Clear  Find
t Chart Filter

Page

& exflow

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

\ Typetofitter (F3) | Error Message

IR

No fifters applied

Vendor Name Project No.  Comments

Postmaster AB New Desk

Close.

Screenshot - ExFlow Requisitions

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

HOME ACTIONS

A X =+ W &

Edit  View Delete | Create

NAVIGATE

Notes  Links

Quote

Manage Process | Show Attached

100060
General

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

ExFlow Delivery Address ID:

T

Refresh Clear

Filter

Page

|Requisi‘t\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:

Expected Receipt Date:

|
L

Document Lines
Line - & Find  Filter
Line Type No.

G/L Account 3410
G/L Account 5410

E. ClearFilter

Name

Forbrukningsinventarier

Farbrukningsinventarier

Description

Fright Cost]

Screenshot - ExFlow Requisition Card

Quantity  Direct Unit Cost L

1 1500,00
1 500,00

Click “Create Quote Batch” in the Ribbon from the list view, or open and click on “Create Quote”

from card.

SignUp Software AB
Org. nr: 556570-9721

Evenemangsgatan 2C
SE-169 79 Solna, Sweden

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

56 /106



“9 exflow

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.

4l ExFlow Approval Status - Microsoft Dynamics NAV client - connected to Dynamics 365 Business Central |= o .
)" [ Sortisotmanit + uputmars » Bt » Decamrt Procsin » Bl g B
T — Py

bR = & A )

/8 @ 7 & Tih

bt View E 4 Pom Cord Notws Lnks | Mebesh Clieor Fi

Finer
0 2 v M 4w * = 5

Dacument Lines
e~ #Fnd e
LineType Mo Name Descripticn

G/l Account 5410
G/L Account 5410 Forbrukningsinventarier Fright Cost 1

< "
Doc Line Approvers

Line - @ Find  Filte
Comments Approval Date Approve

Y Home

4 History

- —

Signlp Scftware A den 23 november 2020 NAVEXFDEMOVADMINISTRATOR

Screenshot - ExFlow Approval Status

When the Quote is approved, a Purchase Order will be created and released automatically when
running “Verify Changes”.

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

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00 57/106
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“9 exflow

ExFlow Order Status - Microsoft Dynamics NAY client - connected to Dynamics 365 Business Central [ = | =
o + | SignlpSoftware AB » Depatments » Eiflow » Requisition » Documents » ExFlow Ordes Status 2| [ search
Bl ov: oo naviean 7]
\ p— ~
Q 7 el o & \Yk ik
. Cad  Show Showas | Notes Lnks Refresh Clear Find
document F
ExFlow Order Status - Type to fikes Document Type -|2| v  PDF Preview a [
“a 4w of1 3| [=] e
o D dor Na.  Vendor Nam Gross Amount  Status Requistion Mst. Rec.. Re. On  EmorMessage Com
v i Stat Invo... Lin . o= p—
Order 106054 10000 Postmaster AB 250000 Approved Submitted.. [] [] MNe Nao C I’f_'JnU:)..3 ‘ Spaorer
- u
| Document Line Order ~
Aline - M Find  Filer
neType Mo, Name Description Quantity  DiectUnit Cost  Line Discount % Mew — = E
Excl, VAT Line
G/L Account 3410 1 150000 00 [
/L Account 5410 Ferbrukmingsinventarier Fright Cost 1 500,00 0
tup
0
Doc Line Approvers -~
- MFnd  Fite
Approv. Appraver  Approver Group Name Comments Approval Date Approved By Status Delegated  Under Create
Order ~ Group to e
A Home 10000 CC Cecilia Cederbaum c Approved NAVEX -
- 20000 EE Erik Eriksson EE Approved NAVEX] —— T —— - ———a
+ E = - =
History = ol e =

L3, Departments

Signlp Software AR den 24 november 2020 NAVEXFOEMOVADMINISTRATOR

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 “Auto Approve Invoice when
connected to Approved Purchase Order” in Requisition Setup.

ExFlow Quote Approval

ExFlow Requisition Setup needs to be activated for “Purchase Quote Approval”.

When creating a Purchase Quote “Approve” 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.

To send the Purchase Quote for Approval the Quote needs to be “Released”. Now it 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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Pl Edit - Purchase Quote - 1013 - Dustin
- HOME | ACTIONS  NAVIGATE
(& & B = # sl N - D
] Mew el 57 Approvals [ ~
View Make _ Copy Send Approval Print. Send.. Stafistics Dimensions Release Vendor  Notes Links
X Delete | Order Document Request [l Attachments

1013 - Dustin

General

Vendor Name: Dustin ] VendorShipment Nos [

Contact: v ‘ Approve:

Document Date: 2020-11-24 v Requisition No.: |

Order Dates 20001124 - Approval Status: Inactive

Requested Recapt Dete " Gross Invoice Amount: | 0,00

v Show more fields

Lines

il Select items. Functions ~ [E Line - #§ Find  Filter Clear Filter

Qty.to Assign  Qty. Assigned Department  Project Code  Customerg.. Area Code  Businessgr.. Salescampa.. App..| First Approver Template  Applied
Code Code Code Code Rule Templat...
] ADM ADMINISTRATOR ADM
0 ADM ADMINISTRATOR. ADM

< m >
Subtotal Excl. VAT (SEK): 1736,00 Total Excl. VAT (SEK): 173600

Inv. Discount Amount (SEK): 0,00] Total VAT (SEK) 434,00]

Invoice Discount % 0 Total Incl. VAT (SEK): 2170,00)

Invoice Details
Shipping and Payment

Foreign Trade

Screenshot - Purchase Quote

9 exflow

Y - Goto
X g previous
Refresh Clear

Filter P Next
Attachments a |
Documents: 0
Vendor Statistics ~
Vendor No: 2559334
Balance (LCY): 5403250

Qutstanding Orders (LCV):
Armt. Red. Not Invd. (LEV):
Outstanding Invoices (LCY):
Total (LCV):

1574828,...

Overdue Amounts (LCY) as ..
Invoiced Prepayment Amou...

Payments (LCV): 0,00
Refunds (LCY): 0,00
Last Payment Date:

Buy-from Vendor History ~
Vendor No:: 2550334
Quotes: 1
Blanket Orders: 0
Orders: 19
Invoices: 10
Return Orders: 0
Credit Memos: 0
Pstd. Return Shipments: 0
Pstd. Receipts: .
Pstd. Invoices: 9
Pstd. Credit Memos: 0

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

running “Verify Changes”.

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 “Auto Approve Invoice when
connected to Approved Purchase Order” in Requisition Setup.

ExFlow Order Approval

ExFlow Requisition Setup need to be activated for “Purchase Order Approval”.

When creating a Purchase Order “Approve” 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.

To send the Purchase Order for Approval the order needs to be “Released”. Now it 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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Pl Edit - Purchase Order - 106083 - Dustin =] -
- HOME  ACTIONS  NAVIGATE (2]
@ E[® Copy Document. [ Release | [if Post. J Dimensions (5) Comments 1y Send. & Vendor Notes £ Refresh 4 Previous

[ Create Inventary Put-away/Pick.. 5 Reopen &5 Post and Print.. Statistics [ Attachments VYo" e, [EReceipts Links T, Clear Filter B Next
i o v y pen Send A , P [ &
ew S end Approval -
TS Get latest coding from vendor [ Preview Posting | X7 Approvals i [ Invoices 3Goto
9 a g | EApp: Request

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 “

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. Activate “Auto Approve Invoice when
connected to Approved Purchase Order” in Requisition Setup.

When the order is fully invoiced the Order Approval will moved to ExFlow Order Status History when
using Business Central Standard function “Delete Invoiced Orders”. If using “Delete” on the Purchase
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

J I_Ei; x & I:—Iﬁ E‘ ET =+ \&iPost and Print..
= & I Y L Fe= =& Q Post Batch..
Print.. Send.. Send IC Delete Send Approval Create Whse, Create Inventory Put- | Test  Post. Preview

Purchase Order Invoiced Crders Request Recaipt ‘away/Pick.. Report.. Posting

chons

Screenshot - Purchase Order List
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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 “Options” select which documents to

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

Screenshot - Report - ExFlow Approval Status

SignUp Software AB
Org. nr: 556570-9721

00 gooor’Ooox

Order Amount

O

Purchase Line

All

0

Today's date

Evenemangsgatan 2C
SE-169 79 Solna, Sweden

-9 exflow

Edit - 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:

e 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.

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

e 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.

e There will also be created a reverse posting with posting date 2020-02-01 on the same G/L
Account but with opposite signs.

e All lines that have a Deferral Start Date set for accrual after 2020-01-31 will not be included.
This is because the field “Exclude Periodic lines with Starting Date after Posting Date:” is

checked.

Edit - ExFlow Approval Status

ACTIONS
T

Clear
Filter

Options

Print Details:
All:

[= o[l Edit - ExFlow Approval Status = | o[
o/ Il ~crons (2]
LS

Clear
Filter

Journal Line Integration:

Inactive:

Actives

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

Order Amount

Ore|00 OD00OORD O
I >

Journal Template Name:
Journal Batch Name:
Posting Date:

Reversal Date:

Balancing Account:
Document No. from :
Description to use:
Copy Dimensions:

Fixed Dimension Code 1;

Fixed Dimension Value 1:

Fixed Dimension Code 2:

Al v Fixed Dimension Value 2

Override G/L Account from Purchase Line:
O Override G/L Account

Today's date v

-
-

-

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:

REDOV
STANDARD
2020-01-31

&1
<|l<]l<]| < 5

2020-02-01

2445 v
No. Series from Journal v
Purchase Line Descri...

Never
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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 in other currency’s than your LCY needs to be converted to LCY.

Today’s date: Currency Exchange rate is calculated based on today’s date.

Document’s 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.

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

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.

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

Preview ‘ |

Screenshot - Report - 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

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.

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

Screenshot - Report - ExFlow Open Documents

“9 exflow

Outstanding Documents
Hl4 1 of 1 r M |®|&E a@e-| 100% © Find | Next
Applied Filters: Today's date, All Active, Inactive. Approved,Ready for posting.On Hold
Document Type: Invoice
De Ds Vendor D Vendor No. - Vendor Name ~ Gross Amount Gross Due Date Posting Date  Line Type Mo. Description Line Current
Ho. Status Ho. Amount Amount  Approver
(Lcy)
1035 Ready for 5004542222015 10000 - Postmaster AB 1975 1975,00 2020-03-10 2020-02-10 Item 70000 Sidopanel 1580 Approved
posting
1036 Active 6059704-2001 2559334 - Dustin 196: 1963400  2011-04-12 2011-03-23 ftem 70061 KINGSTON 3196 cc
8GBLOW
POWERKIT- KTH-
XWEGTLP/BG
1036 Active 6059704-2001 2659334 - Dustin 19834 1983400  2011-04-12 2011-03-23 Item 70063 HP BLACK 236 cc
TREFARG ND.343
1036 Active 6059704-2001 2659334 - Dustin 19834 1983400  2011-04-12 2011-03-23 Item 70064 HP BLACK SVART 316 Approved
10339 21ML
1036 Active 6059704-2001 2659334 - Dustin 19834 1983400  2011-04-12 2011-03-23 Item 70062 HP HD 146GB 2.5¢ 11980 Approved
10K SAS DP HOT
PLUG
1036 Active 6059704-2001 2559334 - Dustin 196: 1963400  2011-04-12 2011-03-23 GIL 5710 Freight / Frakter 139.25 Approved
Account
1037 Ready for 500454222-2014 10000 - Postmaster AB 770 770,00 2020-03-10 2020-02-10 Item 70000 Sidopanel 200 Approved
posting
1037 Ready for 500454222-2014 10000 - Postmaster AB 770 770,00 2020-03-10 2020-02-10 Item 70002 Bas 418 Approved
posting
1039 Ready for 500454223-2016 10000 - Postmaster AB 943 943,00 2020-03-10 2020-02-10 GIL 5710 Frakt 139 Approved
posting Account
1039 Ready for 5004542232016 10000 - Postmaster AB 943 943,00 2020-03-10 2020-02-10 Item 70000 Sidopanel 200 Approved
posting
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.

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 ¥ él‘

Show results:
=+ Add Filter

Print... '|| Preview || Cancel

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.

ExFlow Re-Invoicing Customer

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

Customer Invoice Entries 2020408-11 10:47
SignUp Software AB

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
Screenshot - Report - ExFlow Re-Invoicing Customer
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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ExFlow Number of Documents

“9 exflow

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

Approvers per company.

Edit - ExFlow Number of Documents | = | & [IIE

- ACTIONS (2]
T

Clear
Filter

Company ~
Sorting:  Mame + ?.L'

Show results:
= Add Filter

Print... v|| Preview || Cancel

Screenshot - Report - ExFlow Number of Documents

Number of ExFlow Documents

1 of 1 FEIE e =

Number of ExFlow Documents

\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

Screenshot - Report - ExFlow Number of Documents

SignUp Software AB Evenemangsgatan 2C

Org. nr: 556570-9721 SE-169 79 Solna, Sweden

Number of documents 0 10
Mumber of approvers 0

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 and Active. To be able to search user need to have at least two
filter. Default is “Company”.

When a user has entered filter push “Apply Filter” to show the result.

HOME ACTIONS

> Y% B [z

Apply Remove Card ExFlow Import Document
Filter  Filters Card ‘Worksheet
New Process
Filter on:
Company: |S_ignUp Software AB Vendor Name:

Approver: ﬁ Vendor Document No:

Document No: | Due Date:

Document Type: I Document Date:

Document Status: | Amount:

Search Columns

Company Document From Import Document Posting Date  Vendor No.  Vendor Name Gross Amount VAT Amount
No. Imp.. Journal Ba.. Type

SignUp Software AB 108038 Posted Invoice 2019-02-11 2559334 Dustin 100,00 20,00
SignUp Software AB 108039 Posted Invoice 2019-02-11 2559334 Dustin 100,00 20,00
SignUp Software AB 1035
SignUp Software AB 1036
SignUp Software AB 1037
SignUp Software AB 108046
SignUp Software AB 1039
SignUp Software AB

SignUp Software AB

SignUp Software AB

Invoice 2020-02-10 10000 Postmaster AB 197500
Invoice 2011-03-23 2559334 Dustin 19 834,00
Invoice 2020-02-10 10000 Postmaster AB 770,00
Posted Invoice 2020-02-10 10000 Postmaster AB 770,00
Invoice 2020-02-10 10000 Postmaster AB 943,00
Invoice 2020-02-10 10000 Postmaster AB 943,00
Invoice 2020-02-25 2559334 Dustin 1998,75
Invoice 2020-02-25 2559334 Dustin 4 670,00

Oooooooooo

1< n

Document Lines
[ Line - #% Find  Filter ¥ Clear Filter

Line Type Me. Name Description Quantity ~ Direct Unit Cost  Line Discount % New
Excl. VAT Line

Item 80222 UsB CORSAIR FLASH VOYAGER USB 2 104900 000 [
G/LAccount 5710 Freight / Frakter 1 139,00 000 []

<l

Screenshot - ExFlow Search Documents
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Options “Search Columns”
Press Search Columns to add more search values on document lines.

“9 exflow

Edit - ExFlow Search

i
Bl o acions

9 ‘Y?( @.& E‘ S H HOME SignUp Software A... e
Apply Remove Card ExFlow Import Document Refresh  Find =1 7l
Filter  Filters Card Worksheet rg o & ‘T>( H
New Process Page View  Edit Notes Links Refresh Clear  Find
List List Filter
Filter on: Manage Show Attached Page
Company: SignUp Software AB v Vendor Name: | Search Dimension - |Type 1o filter (F3) |CD|umn Code _‘ > ‘ o
Approver: cC v Vendor Document No: N )
No filters applied
Document No Due Date: L
, Column Code Value
Document Type: v Document Date:
Document Status: v Amo I G_LACCOUNT 5550' v
b ITCAA
Company Document From  Import Document Date  Vendor No. FIXEDASSET
No. Imp.. Journal Ba.. Type CHARGE
SignUp Software AB 1040 O Invoice 2020-02-25 2559334 PERCODE
SignUp Software AB 108049 ] Posted Invoice 2020-02-01 2559334 DEPARTMENT
SignUp Software AB 108050 O Posted Invoice 2019-11-23 8200040 PROJECT
SignUp Software AB 1043 O Invoice 2020-02-10 10000 PERDATE
SignUp Software AB 2000 ] Invoice 2019-11-01 2559334 CUSTOMER
SignUp Software AB 2001 [l Invoice 2019-11-01 8200040
Screenshot - ExFlow Search Documents
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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ExFlow Users

This report views both ExFlow Users and User Setup for all companies. Including different filter

options.

! BE :cons
4

Clear
Filter

Options

Include users from all companies:

Company

Sorting:  Name =

Show results:
< Add Filter

ExFlow User Setup

Show results:

Screenshot - Report - ExFlow Users

T
ExFlow Users
SignUp Software NAV

Include users fram all companies: Yes

is

All-Company Access to ExFlow Documents  ~ is

X Where Coding Rule ID
> And Blocked ~ is
X And Superiar ™
X And

< Add Filter

T is Enter a value.
Select a value

Select a value

Select avalue

s exflow

2019-03-26 14|
Page
NAVEXFDEMOWDMINISTRATC

Screenshot - Report - ExFlow Users

SignUp Software AB
Org. nr: 556570-9721

Evenemangsgatan 2C
SE-169 79 Solna, Sweden

All-

Web Company

User Access to

Rights Coding ExFlow
Company Name User ID User Name E-mail level RulelD Coding Rule Name  Blocked Superior pneuments Dimension 1 Filter
SignUp Software AB AA Anders Andersson daniel@signup.se Power 7 AllUsers False True True
SignUp Software AB ADMINISTRATOR  Administrator daniel@signup.se Admin 7 Al Users False True True
SignUp Software AB BB Bertil Boo daniel@signup.se Power 7 AllUsers False False True
SignUp Software AB cC Cecilia Cederbaum daniel@signup.se Power 7 AllUsers False False True
SignUp Software AB oD David Danielsson daniel@signup.se Power 7 Al Users False False True
SignUp Software AB EE Erik Eriksson daniel@signup.se Power 7 AllUsers False False True
SignUp Software AB EXFLOW ExFlow daniel@signup.se Super 7 AllUsers False True True
SignUp Software AB FF Filippa von Fersen daniel@signup.se Power 7 Al Users False False True
SignUp Software AB SIGNUP SignUp Admin daniel@signup.se Super 7 AllUsers False True True
SignUp Software AB 5T Stefan Tyve daniel@signup.se User 7 AllUsers False True True
SignUp Software NAY AA Anders Andersson daniel@signup.se Power 7 All Users False  True True
SignUp Software NAV ADMINISTRATOR  Administrator daniel@signup.se Super 7 AllUsers False True True
SignUp Software NAY BB Bertil Boo daniel@signup se Power 7 AllUsers False  False  True
SignUp Software NAV cC Cecilia Cederbaum daniel@signup.se Power 7 AllUsers False False True
SignUp Software NAV oD David Danielsson daniel@signup.se Power 7 AllUsers False False True
SignUp Software NAY EE Erik Eriksson daniel@signup se Power 7 AllUsers False  False  True
SignUp Software NAV EXFLOW ExFlow daniel@signup.se Super 7 AllUsers False True True
SignUp Software NAV FF Filippa von Fersen daniel@signup.se Power 7 AllUsers False False True
SignUp Software NAY SIGNUP SignUp Admin daniel@signup se super 7 AllUsers False  True False
SignUp Software NAV 5T Stefan Tyve daniel@signup.se User 7 AllUsers False True True

Phone: +46 8 567 800 00
www.signupsoftware.com
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Approval Follow-up
This report can be used to follow up Approvers with unapproved document lines. Add filter for
specific “Approval Group”.

ACTIONS
Y?(

Clear
Filter

Page

Options

Include documents from all companies:

Company
Sorting: Name - {-‘t

Show results:
<~ Add Filter

Approval Group

Screenshot - Report - ExFlow Approval Follow Up

Approval Follow Up
M4 1 of 1 p M |® &GBEMW@E-| 100% - Find | Next
iApproval Follow Up 2019-03-26 14:10
SignUp Software AB Page 1
NAVEXFDEMOWDMINISTRATOR
cC Cecilia Cederbaum
Document Document No. Vendor No./Description Amount Due Date Vendor Invoce No.
Type
Invoice 1036 2559334 70061 319600 2011-04-12 6059704-2001
Dustin KINGSTOM 8GBLOW
POWERKIT- KTH-XWGG7LP/8G
Invoice 1036 2559334 70063 236,00 2011-04-12 6059704-2001
Dustin HP BLACK TREFARG N0 243
Invoice 1042 2559334 80222 2098,00 2020-03-20 9466412-2012
Dustin CORSAIR FLASH VOYAGER
UsB

Screenshot - Report - ExFlow Approval Follow Up

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

& exflow

This report gives admins/users statistic for the Approvers regarding for example “Number of Approve
lines, Average No. of approval days”.

ACTIONS

LS
Clear
Filter

Page

Options

From date: |2019-01-01

To Date: |2019-05-31

ExFlow User Setup
Sorting: UseriD v £F

Show results:
X Where
<= Add Filter

UserlD ~ is

Enter a value.

Screenshot - Report - ExFlow Approver Statistics

ExFlow Approver Statistics

M 41 of 1 F M |®| B MAEH-| 100% Find | Next
|Approver Statistics 2020-01-02 09:36
SignUp Software AB Page 1
NAVEXFDEMOWDMINISTRATOR
From Date: 19-01-01 To Date: 19-05-31
Number of Average number of Total Approved
User ID approved lines Line Amount
lan 0 0 0,00
ADMINISTRATOR 2 0 160,00
BB 0 0 0,00
cc 0 0 0,00
DD 0 0 0,00
EE 0 0 0,00
EXFLOW 0 0 0,00
FF 0 0 0,00
LA 0 0 0,00
SIGNUP 0 0 0,00
ST 0 0 0,00
[Total F [] 160,00

Screenshot - Report - ExFlow Approver Statistics

SignUp Software AB
Org. nr: 556570-9721

Evenemangsgatan 2C
SE-169 79 Solna, Sweden
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User Replacements
This report shows User Replacements for different users in different periods. Admins/Users can
either filter on a specific user or on “All users”.

ACTIONS

Clear
Filter

Page

Options:

Show replacers for user: ‘AA

Show All Users: ]
Filter users with replacers from date to date:
From date: 12019-03-26

To date: 2019-03-27

‘Print... < | Preview

Screenshot - Report - ExFlow User Replacements

User Replacements

Wd T of 1 F M |®|& B3 @ H-| 100% - Find | Next
User Replacements 2019-03-26 14:32
SignUp Software AB Page 1
MNAVEXFDEMOWADMINISTRATOR

\Applied Filters: Show replacers for user. A4 From date: 2019 March 26. To date: 2019 March 27.
Anders Andersson
Replaced by:

User D User Name Starting Date Ending Date

DD David Danielsson 2019 March 26. 2019 March 27.

Screenshot - Report - ExFlow User Replacements

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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Document Approval History
This report can be used to see Approval History on “Posted Invoices” for Approval groups and

Approvers.

& exflow

ACTIONS

LS
Clear
Filter

Page

Options

Approver Group: ‘CC

Approved By: ‘

Approval Date: ‘2019-01-01

v‘ - |2019-03-31

Posted ExFlow Document

Posted Document Line

Posted Approver

Screenshot - Report - ExFlow Posted Approval Documents

€[« v of 1 » v |® &3 @ E-| 100% - Find | Next
Approvers History 2019-03-25 14:30:14
[SignUp Software AB Side 1
NAVEXFDEMOADMINISTRATOR
Filters:
(Approver Group: CC
(Approval Date:  From: 2019-01-01 To: 2019-03-31
Document Type  Document No. Vendor No. Vendor Name Gross Amount Vendor Document Posting Date Document Date  Created Date
No.
Posted Invoice 108038 2559334 Dustin 100,00 879789789879789  2019-02-11 2019-02-11
Lines:
Line Type No Name Description Quantity Direct Unit Cost Direct Unit Cost Mew Line Amaount
G/L Account 5710 Freight / Frakter 1 80,00 0,00 False 80
Approvers:
Approver Group Approver Group Name Approval Date Appraved By Created Date
cc Cacilia Cederbaum 2019-02-11 ADMINISTRATOR 2019-02-11
Posted Invoice 108039 2559334 Dustin 100,00 123456789 2019-02-11 2019-02-11
Lines:
Line Type No Name Description Quantity Direct Unit Cost Direct Unit Cost New Line Amount
tem 1000 Cykel 1 80,00 0.00 False B0
Approvers:
Approver Group Approver Group Namea Approval Date Approved By Created Date
cc Cecilia Cederbaum 2019-02-11 ADMINISTRATOR 2019-02-11
Posted Invoice 108046 10000 Postmaster AB 770,00 500454223-2015  2020-02-10 2020-02-10
Lines:
Line Type No Name Description Quantity Direct Unit Cost Direct Unit Cost Mew Line Amaount
Item 70000 Sidopanel Testar beskmning 1 200,00 0.00 False 200
Approvers:
Approver Group Approver Group Name Approval Date Appraved By Created Date
cc Cecilia Cederbaum 2019-02-21 cc 2019-02-18
Item 70002 Cnre panel Bas 2 208,00 0,00 False 416
Approvers:
Approver Group Approver Group Name Approval Date Appraved By Created Date
cc Cecilia Cederbaum 2019-02-21 cc 2019-02-18

Screenshot - Report - ExFlow Posted Approval Documents

SignUp Software AB
Org. nr: 556570-9721

Evenemangsgatan 2C
SE-169 79 Solna, Sweden
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GDPR User Related Data

This report shows all the GDPR related data for a specific User.

Edit - GDPR user r.| — | O[]
Bl ~crons (7]

Table data per user: ~
User: m v|

‘Print... - | Preview H Cancel |

Screenshot - Report - ExFlow GDPR User Related Data

“9 exflow

Screenshot - Report - ExFlow GDPR User Related Data

SignUp Software AB
Org. nr: 556570-9721

Evenemangsgatan 2C
SE-169 79 Solna, Sweden

GDIPR User Related Data 2019-03-26 14:42:08
Data for user: “fAAJAA Side 1
NAVEXFDEMOWADMINISTRATOR
Table ID: 12013603 Template Rule Line
User Field
Approver Code Line No. Group Name Qver Amount Not Over Amount Change Date
Group
AAINV 10000 Anders Andersson 0 0
ADMIN PO 10000 Anders Andersson 0 0
BB PO 20000 Anders Andersson 0 0
DD PO 10000 Anders Andersson o o
EE PO 10000 Anders Andersson o o
FF INV 20000 Anders Andersson o o
FF PO 10000 Anders Andersson 0 0
IT_PO 10000 Anders Andersson 0 0
Table ID: 12013606 EX User Group
User Field
Code Code Name Cading Rule Auto Approve Blocked Search Name
AA Anders Andersson 7 No No ANDERS ANDERSSON
Table ID: 12013607 EX User Group Line
User Field
Approver Code Line No. Approver Replacer added for User  Starting Date Ending Date
AA 10000 AA
IT 10000 AA

Phone: +46 8 567 800 00
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Template Rules

& exflow

This report shows “Template Rules” by company. There are different filter options such as “Vendor”

or “Dimension Value”.

ACTIONS
YX

Clear
Filter

Page

Company
Sorting: Name v~ 4f

Show results:

4 Add Filter

Template Rule

Show results:

X Where Code = is
X And Name ~ i
4 Add Filter

Enter a value.

Enter a value.

| Print.. - | Preview | | Cancel
Screenshot - Report - Template Rules

ExFlow Template Rules

M 4 1 of 22 b M | & B @ =-| 100% s Find | Nedt

ExFlow Template Rules 20200511 13:55 |~

Page 1

MNAVEXFDEMOWADMINISTRATOR

Company Name SignUp Software AB Rule for Invoice

Template Rule Code Ad NV Rule for Invoices All

Template Rule Name Use Total Invoice Amount ez

Friority 0

Dimensicn Value 1 Filter Job Filter

Dimension Value 2 Filter Purchaser Filter

First Approver Filter Ak Person Responsible Filter

Vendor Filter Vendor Posting Group Filter

Line Type Line Type Filter B
Approver Group Group Name ‘Over Amount Mot Ower Amount

AR Anders Andersson 000 0,00

BB Bartil Boo 10 OO, 0D 0,00

Screenshot - Report - Template Rules

SignUp Software AB
Org. nr: 556570-9721

Evenemangsgatan 2C

SE-169 79 Solna, Sweden
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Template Rules per User
This report shows “Template Rules per User” with filter options per “Company”, “User ID” name and
so on. Admins/Users can also include User Replacements for a date.

Edit - Users/Templates

Bl :cons
S

_I:I-

o

“9 exflow

Clear
Filter
Options -~
Include user replacements:
As of date; [2019-03-26 N
Company
Sorting: MName * &1
Show results:
X Where Name ~ is Enter a value. =
= Add Filter
ExFlow User Setup
Sorting: UserlD ~ &%
Show results:
X Where UserlD ~is Enter a value.
X And Web User Rights Level = is Selectavalue v
X And User Name = is Enter a value.
Screenshot - Report - ExFlow Template Rules per User
Users/Templates
M 4 2 of 32 b M & 3 e 100% - Find | Next
Template Rules per User 2019-03-27 08:08
Page 2
NAVEXFDEMOWDMINISTRATOR
Hot Over
‘Company Name User Name Approver Group Code Line No. Over Amount Amount Starting Date Ending Date
signUp Software AB Cecilia Cederbaum ce BB INV 20000 45 000,00 0,00
cc BBPO 10000 0,00 0,00
cc CCINV 10000 0,00 0.00
cc DD PO 20000 5 000,00 0,00
cc EEPO 20000 5000,00 0.00
cc FFPO 20000 5 000,00 0,00
cc TELIA_ADM 10000 0,00 0,00
SignUp Software MAV cc AAPO 20000 5 000,00 0,00
cc ADMIN INV 20000 5000,00 0,00
cc ADMIN PO 20000 5 000,00 0,00
cc BBINV 20000 15 000,00 0,00
cc BBPO 10000 0,00 0,00
cc GG INV 10000 0,00 0,00
cc DD FO 20000 5 000,00 0,00
cc EEPO 20000 5000,00 0,00
cc FFPO 20000 5 000,00 0,00
cc TELIA_AD 10000 0,00 0,00
SignUp Software AB David Danielsson AA AAINY 10000 0,00 0,00 2019-03-26 2019-03-27
AL ADMIN PO 10000 0,00 000  2019-03-26 2019-03-27
AA BBPO 20000 0,00 000 2019-03-25 2019-03-27
AR DD PO 10000 0,00 000  2019-03-26 2019-03-27
AA EEPO 10000 0,00 000 2019-03-26 2019-03-27

Screenshot - Report - ExFlow Template Rules per User

SignUp Software AB
Org. nr: 556570-9721

Evenemangsgatan 2C
SE-169 79 Solna, Sweden

Phone: +46 8 567 800 00
www.signupsoftware.com
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ExFlow Escalation Job
Path: Departments/ExFlow/Periodic Activities
To run Escalation job, it needs to be activated.

This job will automatically approve the users’ overdue documents and add a new approver from
setup. General setup is done from “ExFlow Setup” and/or per ExFlow User from “ExFlow Approval

Group”.

The job can run when user click on “Verify Changes” in Approval Status, running the report manually
or by setting up a Job Queue Entry in Business Central standard.

ExFlow Setup
Path: Departments/ExFlow/Setup

Days before escalation: Calculated from when the user received the document for approval.
(Changed Approval Date on Doc. Line Approvers in Approval Status). Server date sets “Changed
Approval Date”.

Senior Manager: User that will receive all overdue invoices.

The superior approver needs to have same or higher permission since permission is not inherit in
ExFlow.

Base Calendar Code: If no base calendar is added, Saturday and Sunday are not included.
Escalation Text: Internal information that will be filled in on Comments.

Change Journal Escalate: Run the escalation job when using Verify Changes in Approval Status.

System Approver: Approving user.

il Edit - ExFlow Setup - | o [
- HOME ACTIONS NAVIGATE [7]
] + D 3 Goto
En
[& [ s © %
View Update Clear ExFlow Create new Motes  Links Refresh Clear
Readsoft Online  Web cache  column Filter
ExFlow Setup
Escalation an
Days befare escalation: 5 Escalation Text: Through escalation routine
Senior Manager: FM ] Verify Journal Escalate:
Base Calendar Code: l:l System Approver: AUTO h
Web ©
ReadSoft Online Integration v |
Fraudulent Vendor Control @
About ExFlow L™

Screenshot - ExFlow Setup

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

Org. nr: 556570-9721 SE-169 79 Solna, Sweden www.signupsoftware.com 79/106



ExFlow Approval Group
Path: Departments/ExFlow/Setup

“9 exflow

Use escalation settings on ExFlow Approval Group if a separate setup is needed.

Pl Edit - ExFlow Approval Group Card - FF - =]
Bl o navicar Q
D D N Y = Goto
QA new @ & X revious
View Notes Links | Refresh Clear
X Delete Filter B Next
FF
General -
Name: Filippa von Fersen Replacement type: v
Blocked: 0 Escalation
Excludle from the web's userlist: [ ] Manager: cFO v
Auto Approve: O Days before escalation:
Approval Groups Line Py
Line - % Find  Fitter Clear Filter
Approver  Name Starting Date  Ending Date
FF Filippa von Fersen

Screenshot - ExFlow Approval Group

Approval Status

If “Verify Journal Escalate” is selected in ExFlow Setup, the escalation job will run when user clicks on

Verify Changes in Approval Status.

ExFlow Escalation Job

Run ExFlow Escalation Job manually or setup job in “Job Queue Entries” in NAV/Business Central

standard.

Edit - ExFlow Start Escalatio... = | B | *
B -cons o

Options A

Run escalation routine:

Schedule... | | oK | | Cancel

Screenshot - Report - ExFlow Start Escalation Job

SignUp Software AB Evenemangsgatan 2C
Org. nr: 556570-9721 SE-169 79 Solna, Sweden

Phone: +46 8 567 800 00
www.signupsoftware.com
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Example with Users with a General Escalation Setting in ExFlow Setup
In this example CC (Cecilia Cederbaum) is Current approver and there is no setup for Escalation on
Approval Group CC. Second approver is EE (Erik Eriksson).

il ExFlow Approval Status - Microsoft Dynamics NAV client - connected to Dynamics 365 Business Central
e v [M SignUpSoftware AB » Departments » ExFlow » Document Processing » ExFlow Approval Status

Bl rove actons  navieaTe

sRF GDE D ¥ T ] o & % b

~ Force Update of Purchase Document

Edit  View Edit Verfy ~Post Card  Show  Showall S Showas  Notes Llinks  Refresh Clear Find
List Changes Batch.. document approvers [E] Filter on approver Chart Filter
Departments ExFlow Approval Status Type to filter (F3) Document Type || v
b Object Manager
I Financial Management
b Sales & Marketing Docu.. , Document , VendorDocument No. Vendor No.  Vendor Name Gross Amount  Currency  Status
I Purchasing Type Ne. Code
b Warehouse Invoice PIN107341 35460914191 8200040  Telia Sonera Sverige AB 420,00 Active
b Manufacturing Invoice PIN107342 17771347802 6494470 Visma 11922,00 Active
Jobs
Resource Planning < M >
b Service )
y Document Lines ~
Human Resources
b Administration [ Line - &% Find  Fitter Clear Filter
4 ExFlow Line Type No. Name Description Quantity  Direct Unit Cost Deferral Deferral Start  New Line Amount  ExFlow Status
Excl. VAT Code Date Line Excl. VAT
Document Processing
User Approval G/LAccount 6210 Phone / Tele Phone / Tele 1 168,00 O 168,00 Active
Order Processing G/LAccount 6210 Phone / Tele Phone / Tele 1 24,00 O 84,00 Active
Requisition G/L Account 6210 Phone / Tele Phone / Tele 1 84,00 O 84,00 Active
Reports
Periodic Activities
History/Follow Up < W N
Setup
Doc. Line Approvers # A
Line ~ df Find  Filter Clear Filter
Approv.. , Approver  Approver Group Name Comments Approval Date Approved By | Status Changed Approval
Or Group Date
ﬁ Home Cecilia Cederbaum Current 2020-08-17 14:40
20000 EE Erik Eriksson Not processed

Y History
EI Departments

Screenshot - ExFlow Approval Status

Escalation Job will approve CC automatically and add new approver, FM (Finance Manager), from
ExFlow Setup since the number of days between 2020-08-17 till today (2020-09-10) is more than 5
days. (Setup, see picture above under ExFlow Escalation Job --> ExFlow Setup).

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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oo- [T SignUp Software AB » Departments » Exflow » Document Processing b ExFlow Approval Status

HOME ACTIONS NAVIGATE
; 3 ] N &7 Approval m D ~
e @ %ﬁ 6 il E \6 | o &S Yx it
" . ~ Force Update of Purchase Document -
Edit  View Edit Verify Post Card  Show  Showall -~ Show Show as Notes  Links Refresh Clear  Find
List Changes Batch... document approvers @' Filter on approver as List  Chart Filter
Manage Process View Show Attached Page
Departments ExFlow Approval Status - [ Typetofiter (F3) | Document Type MEIRS
b Object Manager
b Financial Management
b Sales & Marketing Docu.. , Document _ Vender Document No. Vendor No. Vendor Name Gross Amount  Currency  Status
b Purchasing Type No. Code
b Warehouse Invoice PIN107341 35460914191 8200040 Telia Sonera Sverige AB 420,00 Active
b Manufacturing Inveice PIN107342 17771347802 6494470 Visma 1192200 Active
Jobs
Resource Planning <] " >
b Service
Document Lines A
Human Resources
b Administration [ Line - &% Find  Fitter . Clear Filter
4 ExFlow LineType Mo, Name Description Quantity  Direct Unit Cost  Deferral Deferral Start  New Line Amount  ExFlow Status
. Excl. VAT Code Date Line Excl, VAT
Document Processing
User Approval G/L Account 6210 Phone / Tele Phone / Tele 1 168,00 O 168,00 Active
Order Processing G/L Account 6210 Phone / Tele Phone / Tele 1 84,00 ] 84,00 Active
Requisition G/L Account 6210 Phone / Tele Phene/ Tele 1 84,00 ] 84,00 Active
Reports
Periodic Activities
History/Follow Up g - I 5]
Setup
Doc. Line Approvers # A
Line ~ @ Find  Filter . Clear Filter
Approv.. , Approver  Approver Group Name Comments Approval Date Approved By  Status Changed Approval
Order. rou Date
ﬁ Home 10000 CC Cecilia Cederbaum Through escalation routine 2020-09-10 14:32 AUTO Approved 2020-08-17 14:40
o ] 15000! FM Financial Manager Escalated from CC Current 2020-09-10 14:52
[=] History =
20000 EE Erik Eriksson Not processed
o, Depertments

Screenshot - ExFlow Approval Status

Example with Users that have Escalation Settings on Approval Group:
In this example the first and current approver is FF (Filippa von Fersen). FF have an Escalation setup

on Approval Group. (Setup, see picture above under ExFlow Escalation Job - ExFlow Approval Group)
Second approver is EE (Erik Eriksson).

°°v | SignUp Software A8 » D » EFlow » D t ing » ExFlow Approval Status
HOME = ACTIONS  NAVIGATE
4 i F. B 7 Approval 'a m D ~ Y
/ @ @ 6 m:' A \6  Force Update of Purchase Document - NI el ~ x H
Edit  View Edit Verify Post Card  Show  Showall Show Showas  Notes Links  Refresh Clear Find
List Changes Batch... document approvers [E] Filter on approver aslist  Chart Filter
Manage Process View Show Attached Page
Departments ExFlow Approval Status - ITypEtufihEv(F}] | Dacument Type v\-)| v
b Object Manager
b Financial Management
I Sales & Marketing Docu.. , Document , Vender Document No. Vendor No.  Vendor Name Gross Amount  Currency  Status
b Purchasing Type No. Code
b Warehouse Invoice PIN107341 35460914191 8200040 Telia Sonera Sverige AB 420,00 Active
b Manufacturing Inveice PIN107342 17771347802 BISMTO Visma 11922,00 Active
Jobs
Resource Planning < m >
b Se
e Document Lines. -
Human Resources
b AR [ Line - d% Find  Filter T Clear Filter
4 ExFlow Line Type No. Name Description Quantity  Direct Unit Cost - Deferral Deferral Start  New Line Amount  ExFlow Status
Document Processing Bicl. VAT Code Date Line Excl. VAT
User Approval G/L Account 6210 Phone / Tele Phone / Tele 1 168,00 a 168,00 Active
Order Processing G/L Account 6210 Phone / Tele Phene / Tele 1 84,00 O 84,00 Active
Requisition G/L Account 6210 Phone / Tele Phone / Tele 1 84,00 O 84,00 Active
Reports
Periodic Activities
History/Follow Up al o I 5]
Setup
Doc. Line Approvers 3t A
Line - @ Find  Filter ¥ Clear Filter
Approv.. , Approver  Approver Group Name Comments Approval Date Approved By] Status Changed Approval
Order Group Date
£2} Home Filippa von Fersen Current 2020-08-17 14:40
[ History 20000 EE Erik Eriksson ot processed
Bl Depsrtmenss
Screenshot - ExFlow Approval Status
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00 82 /106
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Escalation Job will approve FF automatically and add new approver, CFO, from Escalation Setup on
Approval Group FF. Since the number of days between 2020-08-17 till today (2020-09-10) is more
than 3 days. EE still must approve after CFO.

° v [0 SignUp Software AB » » Exflow » DocumentProcessing » ExFlow Approval Status
HOME | ACTIONS  NAVIGATE
7 D F T & F %7 Approval ap=y| @ D ~l Y
ol Q B4 u 0 Bz \‘é o Force Update of Purchase Document . o | & X H
Edit  View Edit Verify  Post  Card Show  Showall § Show Show as Notes  Links Refresh Clear  Find
List Changes Batch... document approvers a’ﬁ"er on approver aslist  Chart Filter
Manage Process Show Attached Page
Departments. ExFlow Approval Status * [Typelomter (F)) | Document Type - -)| v
I Object Manager
b Financial Management
b Sales & Marketing Docu.. , Document _ Vendor Document No. Vendor No.  Vendor Name Gross Amount  Currency  Status
b Purchasing Type No. Code
I Warehouse Invoice PIN107341 33460914191 8200040 Telia Sonera Sverige AB 420,00 Active
b Manufacturing Invoice PIN107342 17771347802 649470 Visma 11922,00 Active
Jobs
Resource Planning <] m >
b Service ,
Document Lines -
Human Resources
b Administration [ Line - @ Find  Filter . Clear Filter
4 ExFlow Line Type No. Name Description Quantity  Direct Unit Cost  Deferral Deferral Start New Line Amount  ExFlow Status
Document Processing Excl. VAT Code Date Line Excl. VAT
User Approval G/L Account 6210 Phone / Tele Phone / Tele 1 168,00 m} 168,00 Active
Order Processing G/L Account 6210 Phene / Tele Phone / Tele 1 84,00 O 84,00 Active
Requisition G/L Account 6210 Phone/ Tele Phone / Tele 1 84,00 O 84,00 Active
Reports
Periodic Activities
History/Fellow Up 3 W S
Setup
Doc. Line Approvers IR
Line - @ Find  Filter T Clear Filter
Approv.. , Approver  Approver Group Name Comments Approval Date Approved By  Status Changed Approval
Order Group Date
ﬁ Home FF Filippa von Fersen Through escalation routine 2020-09-10 14:52 AUTO Approved 2020-08-17 14:40
e | CFO CFO Escalated from FF Current 2020-09-10 14:52
[E] History —
20000 EE Erik Eriksson Not processed
al Departments
Screenshot - ExFlow Approval Status
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00 83 /106
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9 exflow

ExFlow Batch Send Emails
Path: Departments/ExFlow/Periodic Activities

Batch Sent Emails is usually running automatically through Job Queue Entries in NAV/Business
Central standard. But if needed, run the job manually.

Edit - ExFlow Batch Send Emails | = | = [ISEH

- ACTIONS (7]
Clear
Filter
ExFlow Email Header -~
Show results:
X Where  Email Type ~ is Inbox Reminder v
4 Add Filter
Schedule... | | oK | | Cancel

Screenshot - Report - ExFlow Batch Send Emails

This function can also be found in “ExFlow Email Setup”.

ExFlow Batch Import Documents
Path: Departments/ExFlow/Periodic Activities

This report is another way to import all documents into Import Journal and can also be used to run
automatically through Job Queue Entries in NAV/Business Central standard.

Edit - ExFlow Batch Import Documents |- =[x

Bl -cons (7]

Options ~

Start ExFlow Import:

|Schedu|e... | | oK | | Cancel

Screenshot - ExFlow Batch Import Documents

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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ExFlow Batch Check Fraudulent Vendor IDs

Path: Departments/ExFlow/Periodic Activities

This function only works for our Swedish Customers.

Once a week, Bankgiro No. and Plusgiro No. are downloaded from Varningsinfo i Sverige ABs service
“Betalningssparren” at www.varningsinfo.se. Through SignUp Software ABs servers, if setup is true in
ExFlow Setup, this will add or remove records from table “ExFlow Fraudulent Vendor IDs”. Job will
run the first time every day when “Batch Import Documents” is done.

i Edit - ExFlow Setup == -
- HOME | ACTIONS | NAVIGATE 7]
.

E=N = . & Web ~
) D I'——I L 3 ExFlow Components +

Apply / Update default Copy TestTicket OCR
ExFlow secuityroles  Setups  E-mail - Fraudulent Controls -

© [} Check fraudulent vendors

#  Show Fraudulent Vendor IDs.
ExFlow Setup i

Fraudulent Vendor Control 2

Check fraudulent vendors: Error Count: [ 1
<Latest control>: 2020-09-08 No. Fraudulent 1D 120

No. Blocked Vendore IDs: 0

About ExFlow ¥

Screenshot - ExFlow Setup

When using “Batch Import Documents” in ExFlow Import Journal, an automatic control is done for
Fraudulent Vendors in ExFlow Vendor IDs.

If a Bankgiro No. or Plusgiro No. from Fraudulent Vendor is found from a Vendors Bank Account in
ExFlow Vendor IDs, the Vendor will be “Blocked” with value “ALL”.

st Edit - Vendor Card - 38521479 - Topol Slovenija d.o.c. - | o
- HOME | ACTIONS NAVIGATE REPORT o
@ 7 Apply Template.. | Purchase Invoice [T Bank Accounts B B | & Dimensions G i Notes 8 4
1 25 Pay Vendor v B Purchase Order [£5) Contact B [E3 Ledger Entries i [ Links T »

View - Send Approval = = = .

7 T§Create Payments... Request P Purchase Credit Memo L:EDD(ument Layouts a B Statistics 2 >

38521479 - Topol Slovenija d.o.o.

General o Vendor Picture A 2
Mo.: 8521479| Registration Mo.: | | D" BpE Eprs i
Name: |Tnpn|5|mremja d.o.o. | Document Code: l:l _
Blocked: |AH v| MNe control of Ext. Doc, No.: O
Balance (LCY): 0.00 External Document No.: | |
Balance Due (LCY): 0,00

~ Show more fields

Address & Contact 51-4502 | ga.Tina Gorenc | topol.slovenija.doo@cronuscorp.net v
ExFlow &
Factoring Vendor: 1 Vendor Type (Requisition): |Hidden v|
ExFlow Predefined Account: | V| Ignore on Fraudulent Vendor ID List:  []
ExFlow Standard Purchase Code: Latest Fraud Block: [2020-09-11 02:16 || Attachments "
Allow Duplicate Invoice: [l FEaTes 0
Invoicing Y Vendor Statistics -~
Payments LM v
¥ Balance (LCY): 0,00
Receiving CIF @ Outstanding Ord... 0,00
Amt. Red. Not Inw... 0,00 he

Screenshot - Vendor Card

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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ExFlow Batch Check Fraudulent Vendors IDs can be done manually from ExFlow Setup or by running
report in Periodic Activities.

Edit - ExFlow Batch Check Fraudulent Vendor IDs ILIE-

Bl oo Q

Options

Run Fraudulent Vendor ID Check:

Schedule... ‘ ‘ 0K ‘ ‘ Cancel

Screenshot - Report - ExFlow Batch Check Fraudulent Vendor IDs

ExFlow Assign Replacers

Path: Departments/ExFlow/Periodic Activities

From Assign Replacers, Approvers can be added temporary or removed.
Select Action Add or Remove

Add Approver

Add Replace with User

Start Date and End Date can only be used if Action is selected to Add.

This same function can be found under ExFlow User. See under ExFlow Setup above.

Edit - ExFlow Assign Replacers | — & -
B -crons 17
General ~
Action: ‘Add v‘
Approver: ‘CC v ‘
Replace with User: ‘BB v ‘

Start Date: ‘2020-01 14 v |
End Date: 2020-01-31 W
Schedule... | | oK | | Cancel

Screenshot - Report - ExFlow Assign Replacer

SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00 86 /106
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ExFlow Re-Invoice Entries

ExFlow Re-Invoicing can be useful when receiving a Purchase Invoice that needs to be invoiced to a
customer.

The following four Re-Invoicing Columns can be activated on ExFlow Web: Re-Invoicing Customer
No., Re-Invoicing Amount, Re-Invoicing Code, and Re-Invoicing Description. Approvers can add,
change, or approve value for Sales Invoice to Customer depending on ExFlow User Permission.

ExFlow Setup — Re-Invoicing
Path: Departments/ExFlow/Setup
Start by activating settings for Re-Invoicing in ExFlow Setup.

Re-Invoicing G/L Account: Default Account if Re-Invoicing Code is not used.

Re-Invoicing Dimension 1: Copies Dimension Value from this Dimension Code on Purchase Invoice to
Sales Invoice.

Re-Invoicing Dimension 2: Copies Dimension Value from this Dimension Code on Purchase Invoice to
Sales Invoice.

Prioritize Dimension from Purchase: Prioritize Dimension value from Purchase Invoice if the same
Dimension Code is activated from Customer or G/L Account No. on Sales Invoice Rows.

sl Edit - ExFlow Setup = | = -
Bl o actons  waviest Q
d + D 3 Goto
! X
& s © X%
View Update Clear ExFlow Create new Motes  Links Refresh Clear
Readsoft Online  Web cache  column Filter
ExFlow Setup
General @
Coding VAT
Predefined Account: 4051 w Propose VAT Line: O
Propose Line: Inward Registration
Standard Prod. Posting Group: DIV v Automatic Reg. of Inwards: O
Automatic Pre. Reg. of Inwards: O
Standard VAT Prod. Posting Group: MOMS25 w
Set Document Date To: Do Not Update v
Set Posting Description to: Vendor Name-+Vendo... v
v Show more fields
Folders Database Wlocalhost\Scannedinvoices\SignUpNAV2018_SE\OCRY @
Doc. Creation Checks Yes | No | Yes | Yes | Yes hd
Doc. Posting Checks Yes | No | Yes | 1000 | 0 v
PO Matching Receipts Lines | Yes | Yes v
OCR Import AB | XMLFile | Imported Invoice Date | Imported Due Date | Yes v
Escalation v
Web 4
ReadSoft Online Integration =
Fraudulent Vendaor Control hd
N
Re-Invoicing Fraaps
Re-Inveicing G/L Account: 3051 w Re-Invoicing Dimension Code 2: PROJECT w
Re-Inveicing Dimension Cede 1: DEPARTMENT v
» Show fewer fields
About ExFlow -
Screenshot - ExFlow Setup — Re-Invoicing
SignUp Software AB Evenemangsgatan 2C Phone: +46 8 567 800 00
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ExFlow Denying Cod

ing Rule — Re-Invoicing

9 exflow

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

If a Re-Invoicing Customer No. is added, it is possible to add an ExFlow Deny Coding Rule to force
Approvers to add more information.

In this example, the Approver needs to add Re-Invoicing Amount if there is a Re-Invoicing Customer
No. added on the Document Line in ExFlow Web.
If Re-Invoicing Amount is missing ExFlow will add Purchase Amount to the Sales Invoice.

L
Bl o navica

Edit - ExFlow Denying Coding Rule Card - 11

I—H e Y}( 2 Goto
leo

4 Previous

Filter

=[=m]
Q

From Amount: ‘

=

B GG

View Reset Activate | Notes Links = Refresh Clear
X Delete all all

"

General

Name: [Add Re-Invsicing Amount

| Toamount \

=)

Reminder Note: [ Add Re-Invoicing Amount

| From Line Amount: |

Validation Rule:

To Line Amount:

=3

Validation Message: | Add Re-Invoicing Amount

L lellellslle]

Applies to user groups:

Deny:
Active:
Rule for: [ v

Final Approver Only: ]

Caoding Rule Lines

Filter Clear Filter

z

Column Code

G_LACCOUNT

ITEM

FIXEDASSET

CHARGE

DEPARTMENT
CUSTOMERGROUP
INVDATE
REINVOICING_AMOUNT
REINVOICING_CODE
REINVOICING_DESCR
REINVOICING_CUSTOMER

QO0Ogpooooon

Emp.. TextRange Column ID
O 1
O 2
O 4
O 5
O 3
[m] 14
m] 20
3
O 2%
O %
O 2

Screenshot - ExFlow Denying Coding Rule

SignUp Software AB
Org. nr: 556570-9721
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ExFlow Re-Invoicing Codes
Path: Departments/ExFlow/Setup/Web/ExFlow Re-Invoicing Codes

It is possible to choose different G/L Accounts for a specific Sales Invoice Line by using Re-Invoicing
Code. If Re-Invoicing Code is empty, the default G/L Account from ExFlow Setup will be preselected.

P Edit - ExFlow Re-Invoicing Codes |- = [
- HOME L]

0/ 7 X E WK 4 © T ik

New View Delete Show as Notes  Links Refresh Clear  Find
List Chart Filter
~
ExFlow Re-Invoicing Codes - Type tofilter (F3) | Invoicing Code v w
Mo filters applied _
Invoicing Description Default Customer
Code Invoicing G/L Account
PROJECT {Re-Invoicing Project 13081

Screenshot - ExFlow Re-Invoicing Codes

Re-Invoicing in ExFlow Import Journal

Activate Re-Invoicing in Import Journal by adding Re-Invoicing Customer No. on the Import Line. The
Total Line Amount Excl. VAT will automatically be added in Re-Invoicing Amount. Change the Re-
Invoicing Amount manually if needed.

Enter “Re-Invoicing Code” to select a G/L Account that will be added on the Sales Invoice Line. If no
Re-invoicing Code is chosen, then a default Sales G/L Account will be selected automatically from
ExFlow Setup.

Add “Re-Invoicing Description” if needed. If nothing is entered the Description on Sales Invoice Line
will be selected from the G/L Sales Account name by default.

Use “Re-Invoicing Mandatory" to force the Last Approver to add Re-Invoicing Customer No. on
ExFlow Web to be able to approve the invoice.

| Edit - ExFlow Import Journals - Invoice 37
- HOME = ACTIONS  NAVIGATE
o L [ Show Document Image a
X2 B8 [ € 0 i
Delete Card  BatchVerify  Import Return to Verify Batch Create Invoices/ Create Invoice/ = Refresh  Find
Documents... Documents... Readsoft Online Document CrMemos.. CrMemo.
ExFlow Import Journals ~ Type to filter (F3) Action Message | v
Filter: 58849472
Batch Name: GE v
Action Message Prop.Line  ExFlow Amount VAT Amount Amount  Calculated VAT Currency Currency Comments
G/L Account  Standar... Including VAT % Code Code (1.
4300 1062,50 212,50 850,00 25
< m >
Import Lines FrRs
[ Line - @ Find  Filter Clear Filter
Type No Description Quantity  Direct Unit Cost  Line Discount % Test | Re-lnvoicing Re-invoicing Re-lnvoicing  Re-lnvoicing  Re-invoicing description A
Excl. VAT (Order) Uni..| Mandatory  customerno Amount  Code =
G/L Account 4300 Projektkostnader 1 850,00¢ 000 [] 10000 850,00 PROJECT Reference: PRO00389, PRO0107S
-
< m >

Action Message:

Screenshot - ExFlow Import Journal
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Re-Invoicing in ExFlow Web
Columns need to be added on ExFlow Web to approve information regarding “Re-Invoicing”. Contact
your Business Central partner or SignUp Software for assistance if needed.

The ExFlow User can add or change values on the line in ExFlow Web with given Permission Role.
Read more about Permission Roles under ExFlow User Information.

< Invoice Easy Online Stores AB (1075)

SignUp Software AB 2106011632 6/1/2021

1,062.50 SEK Easy Online
850.00 SEK 6/1/2021
212.50 SEK 6/1/2021
= > Amount Coding >
Armou Account Department REINVOICING.. REINVOICING.. REINVOICING.. REINVOICING_DESCR
O~ ss0.00 + 4300 - w 10000 w B850.00 PROJECT » Reference: PRO-0038
Proiektkostna Fotoaraferna Re-Invoicing P

Screenshot - ExFlow Web - Document

If “Re-Invoice Mandatory” was added in Import Journal and “Re-Invoicing Customer No.” is missing,
the following error message will occur on the last Approver in Approval Flow.

Dynamics error
Re-Invoicing is set to Mandatory for line no. 10000 (850.00 4300 Projektkostnader). A Re-Invoicing Customer No. must be set.

Screenshot - ExFlow Web - Re-Invoicing No. must be set.

If using ExFlow Denying Coding Rule above, the approver will receive the following error message
when approving the document with Re-Invoicing Customer No. and Amount is missing.

Validation Messages
Validation failed for the coding (dimension combination) in line 1. Change the coding of this line. Add Re-Invoicing Amount.
Screenshot - ExFlow Web - Validation Messages

In this case add “Re-Invoicing Amount” and approve.
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ExFlow Approval Status
Approval Status is now updated but needs to Verify Changes before the document can be posted.

ExFlow Approval History
Information regarding “Re-Invoice to Customer” is saved in ExFlow Approval History.

ExFlow Re-Invoicing Entries

Path: Departments/ExFlow/Periodic Activities/ExFlow Re-Invoicing Entries

Information regarding invoices to send to a customer can be found in ExFlow Re-Invoicing Entries.
These entries will be visible after a Purchase Invoice has been approved, verified, and posted.

It is possible to change customer no. from the suggested.

It is possible to use function Batch Create Sales invoices if there are more than one invoice to create.

- HOME ACTIONS NAVIGATE 0
=h x |—_ g €5
[ ‘ |
Reset Re- Delete Re- Create Sales Assign Sales  Assign Posted Batch Create
Invoiced status Invoicing Entries  Invoices Invoice Line Sales Invoice Line | Sales Invoices
ExFlow Re-Invoicing Entries - Type to filter (F3; Document No -l v
No filters applied
Document  Line Type No. Description Quantity  Direct Unit Cost  Line Amount Excl. Customer No. Customer Name Re-Invoicing Re
No. Excl. VAT VAT Amount  Cd
1108045 | G/L Account 4051 Purchase / Inkép Varor Sverige 1 600,00 600,00 01121212 Spotsmeyer's Furnishings 600,00 2
108045 G/L Account 4080 Frakter, transporter, fors. 1 200,00 200,00 01445544 Progressive Home Furnishings 100,00 1
108046 Item 70000 Sidopanel 1 200,00 200,00 01905899 Elkhorn Airport 200,00 1

Screenshot - ExFlow Re-Invoicing Entries

Use function “Show/Hide Re-Invoiced Entries” to see history for all Purchase Re-Invoicing Lines. This
is to view Sales Invoice lines that are created, both before and after a Sales Invoice has been posted.

Edit - ExFlow Re-Invoicing Entries
- HOME ACTIONS NAVIGATE
. ] ':|_| —
o - L | o]} Y)\ H
Sales View t Show/Hide Re- Show as Refresh Clear Find
Document Card List Invoiced Entries Chart Filter

Screenshot - ExFlow Re-Invoicing Entries Icons

By using function “Reset Re-Invoiced status”, the line can be unapplied from the Sales Invoice, and a
Sales Invoice can be created once again.

If a Re-Invoicing Line has been created by mistake, use “Delete Re-Invoicing Entries”.
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@ exflow

HOME ACTIONS

= X | B3 &=

Reset Re- Delete Re- Assign Sales  Assign Posted
Invoiced status Invoicing Entries | Invoice Line  Sales Invoice Line
With Selected Tines Manual Changes

Screenshot - ExFlow Re-Invoicing Entries Icons

Use function “Assign Sales Invoice Line” to apply Re-Invoicing Entry to an already created but not
posted invoice.

Use function “Assign Posted Sales Invoice Line” to apply Re-Invoicing Entry to a Posted Sales Invoice.

HOME ACTIONS

B X | B =

Reset Re- Delete Re- Assign Sales  Assign Posted
Invoiced status Invoicing Entries | Invoice Line  Sales Invoice Line
With Selected Lines Manual Changes

Screenshot - ExFlow Re-Invoicing Entries Icons

Create Re-Invoicing Sales Invoices
Go to Sales Invoices in Business Central Standard and create a new Sales Invoice.

Select which customer to invoice. In this example, Customer No. 10000. Add information in Sales
Document Header and use function “Get Re-Invoicing Lines”.

HOME  ACTIONS  NAVIGATE Q
7 =g [Ey  FRCopy Document. v u- u- B td- t&- [ Pro Forma Invoice.. 3
cjm.u GGtR«“ Cala h;l‘ B Move Negatve Lines Send h al I::‘ Post  Post ond Pon&]nd B Draft BTt ot E
o o > a
Purchase Invoice  Sales ines . Discount . [Incoming Document + nxi“” t e e Sand po::; Invoice... 3¢ Remove From Job Queue | Invoicing Lines
1004 - Fotograferna AB
General A~ Attachments a2
Customer No.: [10000 v Document Date: 2022-01-10 v Documents: o
Customer Name: [Fotogratems a8 || Pesting Date 2022-01-10 hd Customer Statistics ~
Sell-to Due Date: 2022-02-10 v . B
Ackdress [Marknadsgatan 162 ] Etemal Document No: ] Balance (LCY): 1369485, |m
Address 2: | Salesperson Code: M V] Sales
City: Malme vl Campaign Nos " Outstanding Ord... 161250
Shipped Not Inv.. 5310,00
Pos Coss s Y] Responsibility Center:  [GOTEBORG v o| Oustandinginv.  10@3
Country/Region Code:  [SE v Astigned User D: ” Sarvica
Contact No.: KT000001 vl Status: ‘OPH' v‘ Outstanding Ser... 66,25
Note of Goods: ] Work Description Serv Shipped No... 000
Contact: Herr Jonas Hasselberg v N Outstanding Ser._. Lyl
Payments
Your Reference: ] v Payments (LCY: 1453 751,...
Refunds (LCY): 000
A Show fewer fields
Last Payment Re...  2011-01-16
Lines PN L Total (LCY: 137804
& Selectitems.. [ Line - ¥ ExFlow - M Find  Fiter . Clear Filter ;:::::::&T |16948Q§T
Type No. Description Location Quantity Unit of UnitPricebxcl.  LineDiscount%  LineAmount Qty.toAssign Auto.Acc.  Avdelning ~ Total Sales (LCY): 000
Code Measur... VAT Excl. VAT Group - Invoiced Prepay.. c;no
G/LAccount 4 ] v o L
v Customer Details -
<] 0 > .
Screenshot — Sales Invoice - Get Re-Invoice Lines
All active lines will be imported for this Customer.
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There are 1 invoicing entries for customer 10000.

Fetch customer invoicing entries for the customer ?

@ exflow

Screenshot - Re-Invoicing message

In this case G/L Account 3081 was selected from Re-Invoicing Code. Unit Price Excl. VAT and
Description was added from the Re-Invoicing Entry.

HOME ACTIONS NAVIGATE

= g Eb, E3 Copy Document. Ij B g wd = [ Pro Forma Invoice.. Ei_
i - - £ Move Negative Lines... [ Test Report..
Get Recurring Calculate Invoice Post Postand Postand Preview Draft Get Re-
Purchase Inwoice  Sales Lines..  Dicount |} Incoming Document + New.. Send.. Posting Invoice.. % Remove From Job Queue  nvaicing Lines
Functions Posting ExFlow
1004 - Fotograferna AB
General -
Customer No.: [10000 v Document Date: 2022-01-10 v
Customer Name: [Fotogratema A8 v|  PostingDate [2022-01-10 v
Sell-to Due Date: 2022-02-10 -
Address: [Morknadsgatan 132 | External Document Nox
Aeser 2 ‘ ] I ode: 28 v
o Maknd v] Campaign Nos v
Post Codes 21215 v] Responsibility Center.  [GOTEBORG v
Country/Region Code:  [SE v Assigned User I0: "
Contact No: KT000001 ~| Statuer [opan <]
Note of Goods: ] Work Description
Contact: [Her Jonas Hasselberg v ~
Your Reference: [ ] v
A Show fewer fields
Lines o~
o Selectitems.. [ Line -+ ¥ Exflow = # Find  Filter 7. Clear Filter
Type Neo. Description Location Quantity Unit of Unit Price Excl.  Line Discount % Line Amount Oty to Assign  Auto. Ace.  Avdelning
Code Messur.. Excl, VAT Group Kod =
G/L Account 3081 Férssljning projekt svrigh « BLA 1 850,00 85000 L] FORS
<] w >

Attachments.

Documents:

Customer Statistics
Customer No:
Balance (LCY):
Sales
Outstanding Ord...
Shipped Not Inv...
Outstanding Inv...
Service
Outstanding Ser..
Serv Shipped No...
Outstanding Ser...

Payments (LCY):
Refunds (LCV):
Last Payment Re...

Total (LCV:

Credit Limit (LCY):

Overdue Amount...

Total Ssles (LCV):

Invoiced Prepay...

‘Customer Details

Actions ~

10000
1369485, |=

161250
531000
1062,50

66,25
0,00
508,08

1453751,
000
2011-01-16
137804..
0.00
1369 485,...
000
0,00

-

Screenshot — Sales Invoice — Get Re-Invoicing Lines

The connected purchase invoice is shown in the line section.

connected to one customer invoice.

Several purchase invoices could be
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29 exflow

HOME  ACTIONS  NAVIGATE
j g Eﬁ [ER Copy Document... [ E D-l- I;-II- _'\tﬂ Ea- E&- [ Pro Forma Invoice... E
- = [ Move Negative Lines... v x L [, Test Report..
Create  GetRecumring Calculate Invoice . Send Flow | Post Postand Postand Preview Draft _ Get Re-
Purchase Invoice  Sales Lines... Discount [y incoming Document + . New.. Send.. Posting Invoice.. 3% Remove From Job Queve  Invaicing Lines
Functions Posting Exflow
1004 - Fotograferna AB
General ~  Attachments PR
Customer Name: [Fotografema a8 v Contact: Herr Jonas Hasselberg v Documents: 0
Sell-to | Posting Date: 2022-01-10 v Customer Statistics .
Note of Goods: 02 .
Due Dates [0 Customer No.: 10000
Balance (LCY): 1369485,.. |m
~ Show more fields
o » | OustndingOrd.. 161250
i Filter . Clear Filtes ‘Shipped Not Inv... 5310,00
S p— . g . - \ Outstanding Inv... 106250
Location Quantity Unit of UnitPrice Excl.  LineDiscount®  LineAmount Qty.toAssign Auto.Acc.  Avdelning |~
Code Messur... VAT Excl. VAT Group Kod Service
BLA 1 #5000 85000 0 FORS == i
Serv Shipped No... 0,00
Outstanding Ser... 508,08
Payments
L Payments(LCY: 145375
< & [ n Refunds (LCV): 000
Last Payment Re...  2011-01-16
Subtotal Excl. VAT (SEK): 85000  Total Excl. VAT (SEK): 850,00] Total (LCYY: 137804..
Inv. Discount Amount Excl. VAT (SEK): 0,00 Total VAT (SEK): 21250 Credit Limit (LCY): 0,00
. Overdue Amount... 1369485,
Invoice Discount % 0 Total Incl. VAT (SEK): 1062,50 Total Sales (LCY): 0,00
Invoiced Prepay... 0.00
Invoice Details 20220110 | IM@ED) ¥
Shipping and Billing v  Customer Details -
Foreign Trade w 7 Actions ~

Screenshot — Sales Invoice — Show Purchase Invoice

SignUp Software AB
Org. nr: 556570-9721

Evenemangsgatan 2C
SE-169 79 Solna, Sweden

Phone: +46 8 567 800 00

www.signupsoftware.com

94 /106



Path: Departments/ExFlow/ History/Follow-Up

Reports and Analysis

ExFlow Imported Documents
Function to show how many and what status the OCR imported documents have. Import Document if
they still are in import journal and Invoice if they are created.

i
Bl o naviente

i,

Show as Notes
Chart

I |

& &

Links Refresh  Clear

Filter

ExFlow Imported Documents ~

Import  Posting
Date

{ 2020-08-17
2020-08-17
137 2020-08-17
136 2020-03-18

Due Date

2020-09-16
2020-08-16
2020-09-16
2020-04-17

Currency
Code

Screenshot - ExFlow OCR Imported Documents List

Archive

ExFlow Deleted Documents

View - ExFlow Imported Documents

T i

Find
Type to filter (F3) Import Document Mo,
Vendor Invoice  Document Type Buy-from No. Credit
No. Vendor Mo.
2009110916 Invoice 8200040 1100
2009110915 Invoice 8200040 1m
2009110825 Invoice 8200040 1099
35460914191 Import Document

“9 exflow

|2 W
Mo filters applied
DueDays (Text) -

This function shows information regarding ExFlow Deleted Documents in NAV/Business Central.
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& exflow

E HOME NAVIGATE

b pu— ~
A g & © Y
Show Show Show as MNotes  Links Refresh Clear  Find
document as List  Chart Filter
Process View Show Attached Page
ExFlow Deleted Documents - Typeto filter (F3) | Document Type 2| v
Document  Document  Vendor Vendor No.  Vendor Name Gross Amount  Currency Status Rej.. On  Error Message Comir|
Type No. Docume... Code Ho...
Invoice PIN107342 17771347802 6494470 Visma 11922,00 Active No Neo
o <[ [ >
Deleted History Lines -~
# Find  Filter T Clear Filter
Line Type Ne. Name Description Quantity Direct Unit Cost LineDiscount % Mew Line Amount Excl.  ExFlow Status.
Excl. VAT Line VAT
G/L Account 6540 Software / Mjuk 1 Mj 1 9537,62 000 [J 953762 Active
o <[ [ | >
Deleted Doc. Line Approvers ~
#% Find  Filter T Clear Filter
Approver Structure Name Comments Approval Date Approved By Status Delegated  Under
Group to reVin.
AN Anders Andersson Through escalation routine 2020-09-10 14:52 AUTO Approved O
FM Financial Manager Escalated from AA Current O

Screenshot - ExFlow Deleted Documents

ExFlow Approval Status History
ExFlow Approval Status History shows posted documents and related information, such as PDF,

attachment, approvals, and comments etc. for a specific document.

It is also possible to find the related OCR import information for the document.

If needed, set a filter on “Approver Group”.
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@ )~ [© SionUpScfinareAB + Depatiments » Exflow »_History/FallowUp »_ExFlow Approval Satus History

augusti 2020

den 2 NAVE

Screenshot - ExFlow Approval Status History

Attached Files

5] B) ShowDocument ) New

2| [ search (Ctri+F3)
[l come  navicate (]
-} - ~
&2 7 [& ks | X Dn ~ Yx (1]
Cod  fdit View  Show Fiteron Navgate Show Showss  Notes liks  Fehesh Clear Find
document approver aslist  Chart Filter
New Mansge Process View Show Attached Page
L ExFlow Approval Status History - Typetofiker (3 | Document Type I [
b Financial Mansgement P
b Sales & Marketing et
v Purchasing Docu.. . Docu. . VendorNo. VendorName GrossAmount Ststus  Rej. On  Comments DueDste  Posing  Document Ver
b Warehouse Type No. Ho. Dete Dete Do
b Manuiacturing 1983400 Invoiced Mo No 2200412 WN-BB ANB 65
Jobs
Resource Planning
b Service
Human Resources
b Administration
4+ Bxflow < Ll | >
Posted D¢ it Lines. -
User Approval line - M Find  Fier % Clear Fiter H
Order Processing *
9 Line Type No. Name Description ‘Quantity Direct Unit Cost Line Discount % New  Line Amount Ex
Requisition Excl. VAT Line Excl. VAT
:"f“‘f = Item 1003 . POWERKIT - KTH... 1 30560 w 0 309600 Ap
:‘“"‘;F o tem 1005 HPBLACKTREFARGNO  HP BLACK TREFARG NO.343 1 2600 w O 25600 Ap
istory/Follow
w‘::’ ? rem 1006 1P BLACKSVART NOJ39 21ML  HP BLACK SVART NO230 21ML 1 31800 w O 11600 Ap
item 1004 HP HD 145GB 2.5 10K SAS DP H... HP HD 14668 2.58 10K SAS DP HOT L. 1 209500 0w 11980,00 4p [N ——
Lk R
G/LAccount 5710, Freight / Frakter Freight / Frakter 1 23025 0 O 23925 Ap =
< w >
Posted Document Line Approvers. - L
B Find  Fiker . Clear Filter
Approve Approve GroupName Comments Approval Date Approved By Status Delegated  Changed By Changed Date
roup. o
" Anders Andersson 2000271904 AA Approved a4 2020-08-27 1904
8 Bertil Boo 2200827194 88 Approved (3 2020.08-27 19114
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ExFlow Order Status History
Path: Departments/ExFlow/History/Follow Up/ExFlow Order Status History

If using Order Approval, and Purchase Order is fully invoiced Order Approval will be found in ExFlow
Order Status History.

The order document line with a (-) sign is to show the delivery.

ype to filter (F3 Document Type -| » « PDF Preview

ExFlow Order Status History

No filters applied

Document  Document  Vendor No. Vendor Name Gross Amount  Status Rej.. On  Error Message Comments Due Date  Posting D
Type MNo. Hold Date D.
Order 106038 10000 Postmaster AB 6 250,00 Invoiced No No Buying new computer 2012-09-30  2012-09-28 20
Order 106047 10000 Postmaster AB 1 250,00 Inveiced No  No 2020-01-31  2020-01-03 20
< [0 >
Document Line Order #

Line - # Find  Filter ™ Clear Filter

Line Type Mo Name Description Quantity  Direct Unit Cost  Line Discount % New Line Amount  ExFlow Status
Excl. VAT Line Bxcl. VAT — |
G/l Account 6560 IT tjanster ovriga New laptop 1 5000,00 0,00 5000,00 Approved =
G/L Account 6560 IT fjanster dvriga New laptop -1 5000,00 0,00 -5000,00 Approved
< m >
Doc. Line Approvers o
Line - # Find  Filter ¥ Clear Filter Attached Files
Approver _ Approver  Approver Group Name Comments Approval Date Approved By  Status Delegated  Un.. Created By Created Date Show Document
Order  Group to revi Attached file
10000 DD David Danielsson All OK 2012-09-28 09:47 ADMINISTRA... Approved
20000 EE Erik Eriksson All OK 2012-09-28 09:47 ADMINISTRA... Approved

Screenshot - ExFlow Approval Status History

To Delete Invoiced Purch. Orders and keep the order in history deleting must be done from report in
Business Central Standard. If deleting manually from Purchase Order Card “Order Approval” will be
moved to ExFlow Deleted Documents.

Path: Departments/Purchasing/Order Processing/Purchase Orders

G v |[ SignUp Software AB » Departments » Purchasing » Order Processing » Purchase Orders
- HOME ACTIONS NAVIGATE

a8 B[X|_= B BB

Print.. Send.. Send IC Delete Send Approval Create Whse. Create Inventory Put- Test Post.. Preview
Purchase Order| Invoiced Orders Request Receipt away/Pick... Report... Posting

Screenshot — Purchase Orders

Posted Purchase invoices
Same as in standard NAV/Business Central.

Posted Credit Memos invoices
Same as in standard NAV/Business Central.

Posted Purchase Receipts
Same as in standard NAV/Business Central.
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Common Setup issues
Issue: G/L Account from Vendor is not getting suggested on Import Lines.

Solution: In ExFlow Setup, Fast tab General, Headline Coding, field Propose Line needs to be
checked.

Issue: Where do Imported files go?
Solution: Imported files are moved into the database when imported. After creation and posting of
invoices, files are stored in folders or database according to the setup on Import Document.

) View - ExFlow Import Journal Batches == -
Bl o acmons (2]
0 Z X Iz [ il il i & © T b
New Edit Delete  Edit Baichlmport  Create Invoices/ Batch Create Invoices/ Showas  Notes Links = Refresh Clear Find
List Journal Documen = CrMemos CrMemos... Chart Filter
ExFlow Import Journal Batches - Type tofilter (F3; Mame v| 2| ¥  Pending document stati.. ~
Filter: STANDARD No. of RSO Import Er..

Ne. Import Docume...
Name Description No.of ImportType OCRImport  Autematically Create  Only Purchese Order  OCR Import Folder
uments Type

Dec o Documen s Matched Documents No. Queued Import ...

No. of Decuments in...
No. of Decumen S N

GE Expense invoices / Omkostnadsf... 29 XML File XMLPort O O C\ExFlow\ScannedInvoices\SignUpNAV2018_SE...

Screenshot - ExFlow Import Journals

The screenshot above shows the OCR Import Folder path.
If no path is setup on a journal, the standard path om ExFlow Setup will be used.

Issue: Import of OCR files do not work correctly.

Solution 1: When an ExFlow Import Journals, Departments/ExFlow/Document Processing/ ExFlow
Import Journals, is created the Import Type is set to Image File. It is setup for import of pdf files. If
the journal is setup for import of OCR files, the Import Type need to be XML File.

Solution 2: Wrong format in the XML file.

Issue: VAT Product Posting Group is wrong.

Solution: VAT Product Posting Group is copied from the setup of the G/L Account. If there is no VAT
Product Posting Group on the G/L Account, this group is copied from the Standard VAT Product
Posting Group in the ExFlow setup. Find this setting in ExXFlow Setup, Fast tab General, headline
Coding in field Standard Prod. Posting Group.

Issue: VAT amount is not correct.

Solution: Check that the amount is the same as in the PDF-document. Check that the right VAT
Product Posting Group is used. Modify the lines if needed and check that the document lines match
the document header.

Issue: In older versions of ExFlow (3.40 and older) Check Reference meant a check was done that the
reference existed.

Solution: Now this setting means that reference is mandatory. Find this setting in ExFlow Setup, Fast
tab Doc. Creation Checks, field Check Reference.
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Common Action Messages

Action Message: Approvers missing on line.

Solution: Approvers are usually added automatically by Template rules etc. If missing it is possible to
add Approval Group on line in Fact box Approval proposal.

Action Message: Vendor cannot be identified for Vendor ID 1234567890.

Solution: Check the scanned document. Is the Vendor ID correct interpreted? Check Name, IBAN and
Bank accounts. If not, modify the Vendor ID number.

Does the Vendor exist in Business Central? If not, create the Vendor in NAV/Business Central.

Action Message: VAT Amount (1291,60) is not equal to total VAT of lines (645,80).
Solution: Check if the VAT Amount is correct interpreted. Check the import lines, are VAT Prod.
Posting Groups correct? If not, change and verify the document.

Action Message: Document Order XXX does not exist!
Solution: First, check if this Order number is the same as on the scanned picture. If this is correct, go
to Order No. column and look on this Orders numbers.

Action Message: Duplicate Import Header in Journal Batch OCR - occurrence 2!

Solution: The Vendor Document Number (ExFlow column)/Vendor Invoice Number (NAV/Business
Central) has already been used in an open purchase document, Import Journal or Posted Purchase
Invoice.

If the line is a real duplicate - delete the journal line.

If the number is used before and this is correct, maybe a rent / insurance / subscription, set

the Allow Duplicate invoice to Yes on the Vendor card, Fast tab ExFlow.

Action Message: This invoice is flagged as Factoring and is therefore not allowed to be created!
Solution: If user receive this message user should ensure that Buy-from Vendor is the Vendor from
whom user purchase the goods while Pay-to Vendor is your factoring Vendor. If this is not the case,
change Vendor number on the line.

On Buy-from-Vendor card, Fast tab ExFlow there is a check box, Factoring.

Action Message: Amount (XX) is not equal to total of on lines (YY).

Solution: Look in the setting in ExFlow Setup, Fast tab PO Matching and headline Automatic
Difference Line, settings can be involved. The difference does not correspond to the Max Diff.
Amount (LCY) or Max Diff. % setting (or both). Modify the amount on the header or on the lines.
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Receipt missing

When a user gets a message that the order cannot be matched against receipt line, this needs to be
handled on the Purchase Order Line. Note that receipts are not handled in ExFlow.

Go to Purchase Order e.g., via Order Number, make sure receipt has been done and post the
receipt.

Here are a few action messages:

Action Message:
There are lines matched against order but where receipt is missing!

Batch Name: [PO v

Action Message

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

Screenshot - ExFlow Import Journal

Action Message:
Document Order 96251 does not exist!

Action Message . Document Buy-from Buy-from Vendor Name Vendor
Type Vendor No. Documen...
Document Order 96251 does not exist! Invoice L00010 ReadSoft AB| 103020

Screenshot - ExFlow Import Journal

Action Message on the Import Line:

Line with Order No 106035 cannot be matched against a receipt line.
Import Lines
B Line - ¢ Functions ~ ] New &% Find Filter Clear Filter

Action Message

Line with Order No 106035 cannot be matched against a receipt line.

Screenshot - ExFlow Import Journal

Action Message on the Import Line:
Line cannot be matched against the Order No. 96251.

Import Lines

f Line ~  Functions ~ ] New @ Find Filter Clear Filter
Action Message Type No. Description
Line cannot be matched against the Ord... Item 2004-S Computer Turbo package
Line cannot be matched against the Ord... Server enterprise package

Screenshot - ExFlow Import Journal
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Vendor missing, Vendor cannot be identified
Buy-from Vendor No. is blank.

In the field Buy-from Vendor Name the message “Check action messages and reverify” can be
read. Vendor cannot be identified for VendorID 28200040.

Action Message Document Buy-from Buy-from Vendor Name Vendor Vendor
Type Vendor ... Documen... Documen...

Vendor cannot be identified for Vendorl.. Invoice e e Qe RnlENT R EENRETE0 61348069099...

Vendor cannot be identified for Vendorl... Invoice Check action messages and reverify 1771347802-...

Screenshot - ExFlow Import Journal - Action Message

ExFlow cannot identify the Buy-from Vendor No. from the imported Vendor number (28200040 can
be found in the column Vendor ID and is read from the XML file).

Does the Vendor exist in NAV/Business Central?

Look at the image (Ctrl+l) of the purchase invoice and check the Vendor data. Compare with Vendors
in Business Central to find a match. Check Name, IBAN and Bank accounts.

To look at the imported data, go to path:
Departments/ExFlow/Document Processing/ ExFlow Import Journals, open ExFlow Import Journals.
Click the NAVIGATE tab in ribbon and Show Import Details (OCR).
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Language
ExFlow have support for Swedish language in Business Central.

Auto Acc. Group

ExFlow have support for Auto Acc. Group in Import Journal and can be added from G/L Account,
ExFlow Standard Purchase Code or added manually in Import Journal Line.
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Payment Reference — OCR No.
Field OCR No. can be interpretated and imported or added manually in Import Journal field “Vendor
Document No. 2".

When creating a document this will be added in field OCR No. on document header. After Posting
OCR No. can be found in Vendor Ledger Entries.

Functionality for handling OCR No. in payment solution is to be found in extension called SweBase.
For SweBase related questions contact your Business Central Partner.

Inward Registration
Inward Registration is a function to be found in extension, SweBase. This can be activated from
ExFlow Setup.

Inward registration will be posted automatically when creating the document from Import Journal.
Depending on SweBase Version the Inward Registration can be added from header level or row level.
Some SweBase setup can be necessary.

When posting Document, Inward registrations will be reversed on same date as posting date.

Functionality for handling Inward Registration solution is to be found in extension called SweBase.
For SweBase related questions contact your Business Central Partner.

Deferral
ExFlow have support for Deferral in the Swedish localization. From G/L Account, ExFlow Standard
Purchase Code or added manually in Import Journal Line.

Choose a Deferral Template Code from Business Central SE. Starting Date will be added from settings
in Template. Change Deferral Starting Date on each row if needed.

Update Posting Date when Batch Create Purchase Documents will not update Deferral Start Date.
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Update Deferral Schedules when Batch Create Purchase Documents.

This function will replace Deferral Starting Date to same date as new Posting Date for all documents
that have a Deferral Code. This can only be used together with Replace Posting Date.

Edit - Batch Create Purchase Documents Il‘i-
Bl oo (2]

T

Clear
Filter
Options =
Posting Date: 2020-12-01 v
Replace Posting Date:

Replace Document Date:  []

Exflow Document

Show results:

X Where  Journal Template Name  ~ is STANDARD

¥ And Journal Batch Name ™ is GE

X And Buy-from Vendor Ne.  ~ is Enter avalue,
X And Document Date = is Enter a value.

X And Inbound Document Ne. ¥ s Enter a value.
= Add Filter

Screenshot — Batch Create Purchase Documents

There is a setting to Replace Posting Date when using Batch Post Purchase documents in Approval
Status.

Edit - ExFlow Batch Post Purchase Documents l;li-

Bl :cons 2]
b
Clear
Fikter
Options ~
Posting Date: 2020-12-01 v
Replace Posting Date:
Replace Document Date: [ ]
Calc. Inv. Discount O

Update Deferal schedules: [

Purchase Invoice

Show results:

X Where  VendorNo. ~ is  Enteravalue
X And DueDate ¥ is Enter a value.

X And PostingDate = is  Enteravalue.
+ Add Filter

Screenshot — Batch Post Purchase Documents

If there are any documents with Deferral Code to be posted, answer No to keep Deferral Starting
Date or Yes to update Deferral Starting Date from settings on the Deferral Template Card.
This question will only be asked once and includes all documents.

Microsoft Dynamics 365 Business Central -

You have changed the Posting Date on the purchase header, do
you want to update the deferral schedules for the lines with this
date?

Screenshot — Batch Post Document message
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To use standard Business Central SE function to update Deferral Starting Date from Deferral Code on
just one document in Approval Status, go to Card and change posting date on document header or
go to Deferral Schedule. It is also possible to change Starting Date manually.

Update Deferral Schedules will update Starting Date to the same date as Posting Date for all
documents.

Edit - ExFlow Batch Post Purchase Documents =& -
ACTIONS Q
)3
Clear
Filter
Options -
Booim ol
Posting Date: 2020-12-01 v
Replace Posting Date:
| Replace Document Date: [ ]
Cale. Inv. Discount: m|
{Update Deferal schedules ;
T
Purchase Invoice ~
Show results:
¥ Where  VendorMNe. ~ is Enter 2 value,
X And DueDate ~ is Enter a value,
¥ And Posting Date = is Enter a value.
++ Add Filter

Screenshot — Batch Post Purchase Documents

Extended Allow Posting To

ExFlow supports Allow Extended Posting date when using deferrals.

i Edit - SweBase Setup
- HOME | ACTIONS Q
o D ~ Y = Goto
@ 7 New F o & X
View Create Demo Notes Links Refresh  Clear

X Delete

Data for Cronus Filter

SweBase Setup

General

Description from Purchase Li...
Vendor OCR No. Control:
Plus Giro Ref. Account No.:

Maximum Rounding Purchase:

Documents
Default

Inward Registration

Mot Active v

1,00]

SignUp Software AB
Org. nr: 556570-9721

Extend Allow Posting To:
Price Calculating from:

Salesperson Code from:

Evenemangsgatan 2C
SE-169 79 Solna, Sweden

_4\" ‘
Bill-to Customer... v
Bill-to Customer... v
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