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1. ABOUT ADVANIA APPROVALS
Advania Approvals solution extends standard Business Central Approval functionalities. It provides

new abilities and makes work easier.

The most solution functionalities are available from corresponding role center, which can be selected
from Available Roles page.

There are two available roles. Go to My Settings and for Role field from Available Roles choose
Advania Approvals.

= 3 P 1
CRONUS Island hf. Sales Purchasing Inventory Posted Documents Setup & Extensions = ersonalize
Design
SalesOrders ltems Customers Item Journals  SalesJournals ~ Cash Receipt Journals  Transfer Orders
My Settings
INSIGHT FROM LAST MONTH ACTIONS Company information

+ Sales Quote  + Sales Order — Sales CreditMemo > Sales > His

The biggest sales order was st emipesmemons gl S s
for kr12,254

LIspIay Name
Edit - My Settings SOX .
N Advania Online Payments
Role Sales Order Processor
e — ' Advania Joakim Connection
Work Date 6.4.2020 o
Region Icelandic (lceland) |ama Iﬁldvama Jﬂlpprﬂvah wDrkShEE,t
Language English (United States) . .

I ITEnT i
Time Zone (UTC) Coordinated Universal Time Hd ¥ anl-a J':".[]pm JE|S
Notifications Change when | receive notifications. ’ : I
Your last sign in was on 26.11.20 14:29. Advama Documem Ser‘dlng Ser‘”ce

| Advania Subscription
“ | Cancel | .
E— Advania Payrol

CRONUS IS Posted Documents Approvals Services & Extensions ==
Vendors  Incoming Documents  Purchase Orders  Purchase Invoices  Purchase Credit Memos  Requests to Approve  Workflows  Workflow Templates ~ Workflow Categories  More 7
Headline Actions

—+ Purchase Order =+ Purchase Cr. Memo =~ Posting Worksheet

G O O d afte f’ﬂ O O ﬂ l ~ Purchase Invoice  + Approvers Worksheets > Setup

Insights

Activities
Workflow User Groups v
Waiting for Approval

Purchase Orders Purchase
Invoices

Purchase Credit
Memos

Page 2 of 22

Gudrunartin 10 | 105 Reykjavik | simi: 440 9000 | advania@advania.is | www.advania.is



Advania Approvals

,’gadvania

2. SETUP OF ADVANIA SETUP DATA SERVICES

To make our and customers lives easier, Advania developed Setup Data Services solution which can
download and setup all necessary data for solutions. Following the steps below, setup data will be
downloaded for standard tables, so even if database is empty, with downloaded data Business Central
will be prepared for working.

1. On the Home Page, click Search icon and type Setup Data Services Setup

TELL ME WHAT YOU WANT TO DO I.Z‘ X

| etup Data Ser Setup x |

Go to Pages and Tasks Show all (4)
> Setup Data Service Setup Administration
» Advania Setup Data Services Administration

» Common Data Service Connection Setup Administration

“Tell me” PROVERI

2. Click Advania Setup Data Services and set Enabled to true.:

Process  Data Setup More options
EDIT - SETUP DATA SERVICE SETUP I/

General

Enabled

Authentication

Authentication Set

Service Url

Default Service Endpo.. https://azure2018a.navleiga.is:704 Custom Service Endp...

Setup Data Services Setup

In case that Setup Data Service functionality is not enabled and there is no Registration No. in
Company Information table, confirmation dialog will pop up:
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The company registration number is missing in Company
Information, update now ?

Yes No

Registration No. needs to be filled on Company Information page in so the system can be able to
download the data.

*Important: For testing purpose Registration No. 5902697199 will be used, to be able to download.

3. Run Data Services action:

i () i s
G \J/ + 0] / SAVED 0 =2

Setup Data Service Setup

Process Data Setup Actions Navigate Fewer options
Authentication [, Data Services 6 User Messages 42

Setup Data Services Setup

4. Setup Data Service Setup page is opened, click on Download action to open the Download
page:

é ADVANIA SETUP DATA SERVICES &
L Search Manage [® Assisted Setup # Download fo Company Settings &% Business Setup *** Y =
DESCRIPTION STATUS

i General Ledger Setup Data 5 Uninitialized

Advania Setup Data Services

5. Click Prepare page action to download the list of tables that are going to be filled in after
the download:
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Manage I3 Prepare X Reset b Start Navigate  Fewer options
VIEW - DOWNLOAD ADVANIA SETUP DATA - GENERAL LEDGER SETUP DATA /‘ ><
Tables Manage
CURRENT NO. OF
TABLEID t TABLE CAPTION RECORDS
4 Currency
| 5 Finance Charge Terms
8 Language
9 Country/Region
10 Shipment Method
15 G/L Account
42 Rounding Method
50 Accounting Period
77 Report Selections 63
80 Gen. Journal Template

Download Advania Setup Data

The tables that are empty are colored in green. On the other hand, tables that already have some
records, are colored in red.

6. Once the table list is prepared, click on Start page action to run the setup data download.

Manage ® Prepare X Reset P Start Navigate Fewer options

VIEW - DOWNLOAD ADVANIA SETUP DATA - GENERAL LEDGER SETUP DATA
Tables Manage

TABLEID * TABLE CAPTION

Download Advania Setup Data
Choose whether the data will be downloaded from Advania web service once, always or cancel the
download by selecting one of the following options:

o Downloading data for General Ledger Setup Data

(O Required data will be downloaded from Advania web service

® Required data will always be downloaded from Advania web
service

O Don't download any data

Cancel

Wait until the system finishes the download:
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Working on it...

Please wait while the server is processing your request.
This may take several minutes.

7. Check if all tables in the list are colored in red, which means that data was downloaded.
Close Download Advania Setup Data page. After the data was downloaded, General Ledger
Setup Data will have status Initialized:

ADVANIA SETUP DATA SERVICES I =5 2
2 Search  Manage [®) Assisted Setup ¥ Download B Company Settings &% Business Setup -~ CHE—
Description Status
General Ledger Setup Data Initialized

Advania Setup Data Services

3. SETTING uP ADVANIA APPROVALS

To start using a solution, Approvals solution needs to be enabled in Approvals Setup page. Approvals
Setup can be accessed from Role Center under Setup area.

CRONUS IS Posted Documents Approvals Services & Extensions =

Vendors  Incoming Documents ~ Purchase Orders ~ Purchase Invoices  Purchase Credit Memos ~ Requests to Approve  Workflows ~ Workflow Templates ~ Workflow Categories ~ More

The best-selling item was ot i el -
SYDNEY Skrst.stoll, graenn with —

8 Unlts SOld %5 Workflow User Groups
Insights

Activities

Workflow User Groups v/
Waiting for Approval

Purchase Orders Purchase
Invoices

Approvals - Role Center

Or from Manual Setup page, choosing related link.
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B & Manual Setup / Saved b & 2
i £ Search ﬂﬂ Open in Excel More options Y = At
Name T Extension Name Description C y
rks!

|

Accounting Periods Base Application Set up the number of accounti... Finance Accounting
Activities Base Application Set up or update Activities. Relationshi... Activities. L
—> Advania - Approvals with ... MAdvama Approvals Advania - Approvals with Work... Human Res... Approvals, \
Advania - H Salary Setup Advania H3 Service H Salary Setup Human Res... Salary, H, IS8
Advania - License Manage... Advania IS License Define how you configure Lice... General Licensing i,
Advania - Payroll Advania Payroll Set up and define Payroll Human Res... Payroll.Emp
Analvsis by Dimensions Base Aonnlication et up which dimension values .. Finance Dimension:

Manual Setup
Setup page will be shown.

Download Approvals data from Setup Data Services

Before start using system you have to download all necessary data. It can be done using Download

Setup Data action.

e 0 v/ Saved D &
" WF Approval Setup il
@ Copyright Advania, Iceland 0 Version Actions Fewer options
— st
]' D, Download Setup Data... Advania =
Workflow User Group ... Based on Purchase Lines v Automatically Sugges... @
Approve Users Appro... @ Allow Description Cha... @
Enabled @
Enable Activity Log Q
Download Setup Data

After successful download confirmation message is shown.

@ Requested data has been downloaded.
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Approvals Setup

@ Copyright Advania, Iceland 0 Version Actions Related Fewer options

General

Workflow User Group Based on Purchase Lines v Enable Activity Log [ o)

A A A
‘.I |.’ ‘.| ‘.‘

Approvals Setup

In the tab General you may find fields:

- Workflow User Group Suggestion - This selection is used when suggesting a
workflow user group for a purchase. Based on this selection either the purchase header
or the purchase lines are evaluated.

- Approve Users Approval Request - If selected then all approval entries created for the
current user will automatically be approved.

- Delegation Comments Required - If selected then user must add a comment to the
approval entry before delegating the approval.

- Select User for Delegation - If selected then user gets to select another user when delegating
the approval.

- Enable Activity Log — activates activities tracking

- Log Entry Live Days — date formula that defines which records will be deleted after
performing Delete Entries action from Workflow Activity Log page

- Automatically Suggest Workflow User Group — if this field is checked system will
automatically suggest Workflow User Group on documents during creation process
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Due Date Formula - Specified the formula that defines date that is used to decide when
to send Overdue Approval Notification on Purchase Documents.

Approval User Setup

There are many different ways of accessing Workflow User Groups.

5 Requests to Approve  Workflows ~ Workflow Templates ~ Workflow Categories M

Actions
=+ Purchase Order -+ Purchase Cr. Memo -+ Posting Worksheet
=+ Purchase Invoice  + Approvers Worksheets > Setup

+# Setup
B User Setup

%% Workflow User Groups

Incoming Documents Approvals Job Queue

==
0S i Documents t Approve with Error
Accessing from Role Center

pra Tell me what you want to do

7 X
archy orkflow user groups| | pplaf
On current page (Advania Approvals)
&5 W\ " G o
A @* Workflow User Groups
C Workflow User Groups leets|

Go to Pages and Tasks

> Workflow User Groups

Didn't find what you were looking for? Try exploring

Accessing using Tell me function
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8 Copyright Advania, Iceland @ Version Actions Related Fewer options
rkshi
1 Download Setup Data... Advania Setup =
vé Approval User Setup
t orkflow User Group Based on Purchas Activity Log
& Workflow User Groups
Approve Users Appro... wwy-entry Live Days 200
Nealinatinn Cammente Automatically Sugne
Accessing from Approval Setup page
Approval User Setup page opens.
& Approval User Setup | Work Date: 4/6/2020 / Saved [, & 3¢
O Search -+ MNew  BBEditlist (il Delete B3 Set/Remove as Approval Administrator.. [®] Approval User Setup Test 4 Notification Setup [ Open in Excel More options ¥ =

UserD 1 over D Substitute

— |ADVANIA ~oE HJORTUR vojkanzikic@advaniais

HIORTUR [m] [} [} [m] o O

Approval User Setup

Next to the fields which come with standard BC Aprrovals system (such as amount limits that user can
accept etc.) you may find next fields:

Allow Purchase Line Changes — selected user gets privilegy to change lines in purchase documents

Allow to Delegate — selected user gets privilegy to delegate request

Approval Administrator

In the standard system it could be only one approval administratior but in this solution you can add as
many as you want using action Set/Remove as Approval Administrator. This action is also used for
removing this privilegy.

Only approval administrators have abillity to work with Posting Worksheet.
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O Search -+ New B% Edit List Delete = B2 Set/Remove as ...nistrator...

Action for set or remove approval administrator

Notification Setup

Approver can be inform about new approval request by e-mail or note. This can be set up under

Notification Setup page,

&« Notification Setup

= S Search  —+ New BB Edit List il Delete [ Notification Schedule K8 Open in Excel -

Motification Type T Notification Method Schedule

o —> MNew Record » Email Instantly

Notification Setup page

N

In this case, user will get e-mail notification for every new approval request (E-mail field in the Approval
User Setup has to be populated). This is the default configuration so you do not need to change

anything here.

NAS Works Codeunit 1509 activates automatically and starts running - you can configure it to

your liking .

Note: A general SMTP setup must be in place so that an email can be sent as a reminder when an invoice is sent for approval

and as when a reminder email is sent

Worflow User Groups
You can access Workflow User Groups page from setup page.
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& ‘\L/}/y' + 0] Saved =
WEF Approval Setup
B Copyright Advania, Iceland @ Version Actions  Related
Download Setup Data... Advania Setup B

v& Approval User Setup

Workflow User Group ... Based on Purchas Activity Log
& Workflow User Groups
Approve Users Appro.. sogrentry Live Days 200
Deligation Comments.. Automatically Sugges..
Select User for Delega.. Due Date Formula -7D
Enabled Q You must disable the setup before you can make changes.

Accessing Workoflow User Group page

Workflow User Groups list opens. Add new Workflow User Group by cliking on action New. You have
to define Code, Description and User Name on Workflow User Group card.

—~
& Workflow User Group (2) i - Saived o/
N
] & Vendors More aptions
1}
| v
I}
| | Advania
L Account No, Filter v
Workflow User Group Members Manage =
ame T mi
= ADVANIA
WF User Group Dimensions Manage =
Dimer et Dimen: e

Workflow User Group page

If we use funcionality for automaticaly Workflow User Group suggestion we have to define suggestion
parameters. Sugesstion can be made by Vendor No, G/L Account No. Filter or Dimensions. For example
—if we type 22300 into G/L Account No. Filter this Workoflow User Group will be automatically assigned
for every row in purchase document that have this G/L account typed into No. field. If all three
parameters are defined the highest priority will have Vendor No. and the lowest priority will have
Dimensions.

You may define Vendors by going to Actions —» Vendors
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& Workflow User Group (/\l -+ | v/ Saved =
Nt
ADVANIA - Advania
& Vendors —tc_wm'_ Fewer options
& Vendors 4

Daccrintinn Advania

Defining Vendor No. values for automatically suggestion

Workflows

Workflows represent predefined paterns for some activities.

Start by typing Workflows into ,,tell me” search bar and go to Workflows list

8  Tell me what you want to do /

7 X
chi lm npl

Go to Pages and Tasks

Show all (8)
Workflows Lists o
eel
> Workflow Templates Lists
> Workflow Categories Lists
,Tellme”search bar
You may find two custom made workflows in the Wokflow list
_______________________________________________________________________________________________________|]
D & workflows | =
| L Search New  Process Manage Flow 8 Open in Excel More options N il
Description Source Enabled
rks
) Stjérnun
Verkflaedi sampykkisbeidna fram yfir & tima Business Central
Innkaupaskjél
ADV Verkfl hykk Business Central

Wokflow list
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Workflow Verkflaedi sampykkisbeidna fram yfir a tima is used for remainding users on pending
approvas that are overdue and ADV Verkfleedi sampykktar innkaupaskjala is used for Purhase

Approvals. Before start using any of them you have to enable it (Open workflow card and click on
Enable button).

e

]
|

ADV-PDWFA-01 - ADV Verkfleedi sampykktar innkaupaskjala

(3 import from File [ Export to File Workflow Step Instances Archived Work.Step Instances More options

Workflow Responses

Workflow Steps Manage

fir innkaupaskjali

Type: OrderlinvoicelCred... (+

rbeidni er sampykkt.

beidy

sampykkt

tilkynningu. a

Sampykktarbeidni er hafnad.
Hestt e

bykktarbeidni fyrir innkaupaskjal,

Sampykktarbeidni er athiutad.

Purchase approvals worflow card

4. SENDING NEW APPROVALS REQUEST FROM PURCHASE DOCUMENT

Go to Sales Invoices and click on New action.

€ Purchase Invoices | Work Date: 4/6/2020

P Search . —+ New Manage Invoice Posting Release Navigate 8 Open in Excel More options

Vo. t Buy-from Vendor No Buy-from Vendor Name Vendor Invoice No Location Code Assigned User ID

Fabrikam, Inc. 107209 13,950
First Up Consultants 107210 117,600
107211 Graphic Design Institute 107211 277,380

Sales Invoices

All mandatory fields on this document has to be populated (Vendor Name, Vendor Invoice No., etc.).
In this example function for automatically Workflow User Group suggestion will not be used. Instead
of that we will add Workflow User Group manually.

If you want to add the same Workflow User Group on many lines, select lines and click on Select action.
After that, existing Workflow User Group has to be selected.
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€ Purchase Invoice | Work Date: 4/6/2020 (¢2) + jof SSaved O A¢
WA
107209 - Fabrikam, Inc.
Process  Approve  Invoice  Posting  Request Approval  Incoming Document  Release  Navigate Actions  Related @
@ # Attachr ©
General > Foriam e, | 42020 | 4202020 | pending approva ODetails  § Attachments (0)
Workflow User Group Members~/
Lines Manage | Line | Fewer options 2
UseriD T
Approval # Functions R ttem Availability by Related Information = .
ADVANIA : Open 1/25/2021 511
28 Select..
1928-5 AMSTERDAM Lamp 5 STYKKI 279000 13950 0
& Set Default,
»
Pending Approval
13,950 13,950
Sender ID ADVANIA
4 ki 4/30/2020
0 Total Inl. VAT (I5K) 13950

Tossiston Patatle

Select function (Purchase Invoice)

Incoming Document Files

After that Workflow User Group Codes are populated. Of course, different Workflow User Groups can

be used for each line in purchase document.

Lines Manage  Line

Fewer options

Department
Code

Customergro.

pe Line Discount % Qty. to Assign Qty. Assigned Code

Workflow User Group Code

— ltem Q ADVANIA

Purchase Invoice lines

Workflow User Group Description

After selecting Workflow User Group Codes we are ready to send approval request for this document.
It can be done using action Send Approval Request. After sending request, approver are automatically

notified about it (via e-mail or notes). If user is at the same time approval sender and approver e-mail

will not be sent.

3 S
€ Purchase Invoice | Work Date: 4/6/2020 -
| / t\{ ) T
107209 - Fabrikam, Inc.
Process  Invoice  Posting  Request Approval  Incoming Document  Release  Navigate Actions  Related
% Send Approval Request [+ Relaase without Approval. B55 Approvals Can of" Create aFlow  of" Sea my Flows

Lines Manage  Line  Fewer options
Line Discount % Q. A id p icow User Group D
= llem 13,950 0 = ADVANIA
‘
Subtotal Excl, VAT (1K) 13,950 Total Excl. V
nv. Discount Amount {1SK) 0 Total VAT {ISK)

Sending Approval Request

Workflow User Group Mer

User 1D 1 Status
ADVANIA i Canceled
>
Incoming Document Files"
13,950
0
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Hello Hjértur Geirmundsson,

You are registered to receive notifications related to CRONUS BC Préfanir HG.
QThis is a message to notify you that:

Purchase Invoice 107212 requires your approval.

Amount 111.600,00 Due Date 10.12.20
Vendor Advania [sland ehf. (#5902697199) Purchase Invoice 107212
Details Created By Hjortur Geirmundsson

Notification messages are sent automatically and cannot be replied to. But you can change when and how yo{ leceive notifications: Notification Settings

Notification e-mail (example)

5. APPROVERS WORKSHEET

On this worksheet user has ability to see all pending request and perform some actions.

Start by typing Approvers Worksheet into tell me search bar.

‘ Tell me what you want to do 7 X

Go to Pages and Tasks

Approvers Worksheet Tasks

Didn't find what you were looking for? Try exploring

,Tellme”search bar

Worksheet is filtered by User(Approver) automatically. In this view we are able to see all documents
that is waiting for approval.
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& Approvers Worksheet | Work Date: 4/6/2020

Saved 0 = 3
Filters
Approver ADVANIA
Process  Document  Approve  Vendor [ Open in Excel More options Y ©

Vendor Name To Approve

A Pending Approval
Sender ID Approved o Comme...  Due Date Requests
d Eabrikam, Inc. i Purchase Header: Invoice.107212 ADVANIA Whole docu... 12/10/2020 1:16 PM  12/10/2020 1:16 PM No 12/10/2020 o o Sender ID ADVANIA
Due Date 12/10/2020
Comment -
Workflow User Group Members
33
UserD 1
ADVANIA i Open 12/10/2020 1:1
Documents
Document Type Costomergrous
+ Noit No Buy-from Vendor Name PostingDate  Dus Date DepartmentCode  Code Amount Inciuding VAT
-  Invoice i 107212 10000 Fabrikam, Inc. 4/6/2020 4/30/2020 1 111,600
Approval Comments
Document Lines Line. UserID Date and Time Comment
Uritof (There =
Type Ne. Description/Comment Location Code Quantity Measure Code Line Discount % Warkflow User Group Code Workf
—> Item 1896-5 ATHENS-skrifbord 2 |STYKKI 50,900.00 101,800 ADVANIA Advar
Item 1900-5 PARIS-st6ll, svartur 1 STYKKI 9,800.00 9,800 ADVANIA Advar

Incoming Document Files

Approvers Worksheet

If Allow Purchase Line Changes is selected on Approval User Setup you will be able to change
information in the rows (manually or by wizard).

If you want to use wizard go to Manage tab (under Document Lines part) and clik on Edit action.

Document Lines Manage = More options
1
# Edit
1
- G/L Account ¢ 1320 Aukning & &rinu
|
Edit action
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Purchase Line Wizard

&

! Welcome to purchase line editor

Here you can edit the amounts, accounts and dimensions for the selected purchase

line,

The currenct total amounts for the selected purchase line

Amount Including VAT

Let's go!

Choose Next so you can specify updated total amounts.

Wizard page
Note that you only can change lines with Type G/L Account.

Approve actions

Under Approve tab you can find four actions:

Process Document Approve ﬂﬂ Open in Excel

v Approve +® Approve with Inspection X Reject ¥ Delegate

Approve actions

Approve is used when approver don‘t have any additional actions to do and he is fully confirmed

with this request

Approve with inspection is used when approvers agrees with request but he thinks that some

additional actions have to be made regarding that request.

Reject is used when approver don‘t want to approve request.

Delegate is used when approver wants to delegate request to some other approver.

Before using action Approve with inspection comment has to be added to this request. For example if

you don‘t have permission to add or change dimension on lines you will use this action with

additional comment. Also, before using Reject action, comment has to be added.

Go to Process and click on Comments action.
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Process Document Approve

& Comments

Comments action

After that you have to add comment.

= ral Comments o
SO Search <+ New  EHOpen in Excel i T —
Comment User ID Date and Time
B I need to add dimension te this Purchase Invoice ADVANIA 12/10/2020 3:03 PM

Approval Comments page

Click on action Approve with inspection. After performing this action document is removed from
Approver Worksheet and moved to Posting Worksheet. Document will also be transfered to Posting
Worksheet after performing Approve or Reject action but with different status.

Process Document  Vendor Show  Inspection [ Open in Excel

Fabrikam, Inc. :  Purchase Header: Invoice,10... ADVANIA

ADVANIA Rejected WNhole doc... 1,000 12/14/2020 11.... 12/14/2020 11....

Yes 4/30/202
Purchase Header: Invoice,10... ADVANIA ADVANIA Approved  Nhole doc... 162,500 12/10/2020 1:1... 12/11/2020 8:4...

Yes 12/10/20

Fabrikam, Inc.

Posting Worksheet with different statuses (example)

6. POSTING WORKSHEET

Posting Worksheet provides additional funcionalities regading approved requests. It is used by
Approver Adminitrators to complete and post approved documents.

Start by typing Posting Worksheet into tell me search bar.

Tell me what you want to do A

Go to Pages and Tasks

Posting Worksheet T:

Didn't find what you were looking for? Try exploring

Tell me search bar
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Posting Worksheet opens. At the top of the page Approver and Status filters are shown. Page can be
filtered any time using this fields. For example, you may see only approved requests that comes from
selected Approver.

In this view you may see our request that is approved using action Approved with inspection. All
requests that are approved using this action are colored blue. That means that additional actions are
required (user has to see attached comment). All requests that are approved using action Approve will
be colored green.

& Posting Worksheet | Work Date: 4/6/2020 Saved 0 o
Filters
Approver - Status - v
Process  Document  Vendor  Show  Inspection [ Open in Excel More options v @

Workflow User Group Members

To Approve Sender D Approver D Status Approved - Comm.. DueDs
- Purchase Header: Invoice, 10... ADVANIA ADVANIA  Approved ... Approved ... 162,500 12/10/2020 1:1... 12/10/20203:3... Yes  12/10) X
UserlD Status
ADVANIA i Approved  12/10/20201:1
»
Approval Comments
Documents
- Userl D st
Document Type Buy-from Vendar
No. o uy-from Vendor Name PostingDate  Due Date Amount Including VAT — i
t s e S < ting D = o bt ADVANIA i 12/10/2020303 ... Inesdto
= Invoice :on22 10000 Fabrikam, Inc 4/6/2020 4302020 1 162,500
Document Lines Line
Incoming Document Files
Type Descrption/Comment ode orkd
= lem ATHENS -skrifo ADVANIA Advar
em PARIS-stol 3,800 ADVANIA Advar

Posting Worksheet

Since the request has status Approved with inspection Approval Administrator has to some minor
changes witch are described in attached comments. Comments can be seen using action Comments
from Show tab or from Approval Comments factbox

Process Document Vendor = Show  Inspection @8 Open in Excel Actions  Related  Fewer options

ents 9 Open Approval

~  Fabrikam, Inc. i Purchase Header: Invoice,10... ADVANIA ADVANIA Approved ... Approved ... 162,500 12/10/2020 1:1... 12/10/2020 3:3... Yes 12/10;

ADVANIA i Approved  12/10/2020 1:1

Approval Comments
Documents

Due Date o DepumentCode  Code Amount

ADVANIA i 12/10/20203:03 ... Ineedto

- Invoice i 107212 10000 Fabrikam, Inc 4/6/2020 4/30/2020 1

Document Lines Line
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Showing Comments from Posting Worksheet

Action Open Document can be used to open document and perform requested actions from
comments.

€ Posting Worksheet | Work Date: 4/6/2020
Filters
Approver ADVANIA - Status
Process = Document  Vendor  Show  Inspection 8 Open in Excel Actions  Related  Fewer options

&5 Approvals Open Document Statistic

endor Name To Approve Sender ID Approver ID Status Approved Amo

> Fabrikam, Inc. i Purchase Header: Invoice,10... ADVANIA ADVANIA Approved ... Approved ... 162,5

Open Document action

After performing changes you have to remove restriction using action with the same name.

= Posting Worksheet | Work Date: 4/6/2020

Filters
Approver ADVANIA
Process Document Vendor Show Inspection IX:] Open in Excel Actions Related Fewer

¥ Delegate 28 Remove restriction

Approver ID

o
C

Vendor Name o Approve Sender ID

- Fabrikam, Inc. . Purchase Header: Invoice,10... ADVANIA ADVANIA Ay

Remove restriction action

Row with selected document become green and document is ready for posting. Original approver
don‘t have to approve it again.

Posting actions

Under Process tab you may find different posting actions. Post, Preview Posting and Post and Print
actions are mostly standard actions. Action Post Batch is used for posting several documents at once.
Before starting this action you have to select documents that you want to post.
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= Posting Worksheet

Filters

Process Document Vendor Show Inspection Actions Related Fewer o

 Post [Cf Preview Posting @ Post and Print B Post Batch...

endar Name o Aporove Sender 1D Cad

Posting actions

After sucessful posting document(s) are gone from the list.

7. WORKFLOW ACTIVITY LOG

Workflow Activity Log is used to store information about approval activities.

Start by typing Workflow Acitivity Log into tell me search

@ Tell me what you want to do 7 X

. Il [Worifiow Activity Log] 0

Go to Reports and Analysis

El Workflow Activity Log Archive

Didn't find what you were looking for? Try exploring

\r

Tell me search bar

Workflow Activity Log opens. You may see log that is connected with our previous approval activity.

€ Workflow Activity Log | Werk Date: 4/6/2020 | =

O Search K Open in Excel f

Activty Date 4 v UserlD Status DoumentType Do ndo Vendor Narn tion Amo 9
12/10/2020 3:37 PM : ADVANIA Approved Invoice. 107212 10000 Fabrikam, Inc. Document Approved 162500 Document Invoice 107212 is approved b...

Workflow Activity Log
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