Coding invoices basware

Once an invoice has entered Basware a coding task will appear in the reviewers Basware
task list. It is the responsibility of the reviewer to enter in the correct coding for each
invoice prior to sending the invoices off for approval.

1. Coding an invoice

1.1 Open Basware. From your homepage select the Tasks tab or Click here to view
task list option.

basware

| Tasks | Documents Invoicing A a . Flinders University *

‘ 1__

You have 4 tasks. Check them out below.

e Invoice  Header review
Due date 02/03/2021

@ Invoice ' Header review
Due date 04/03/2021

e Invoice ' Header review
Due date 04/03/2021

| Click here to view task list » ]
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1.2 Open the invoice from the list, or click Add coding.

Home Tasks Documents Invaicing a4 a Flinders University ~

Invoices (&)

Invoice tasks 4 % Discount available (0)
> B) Invoice = Flinders University 02/03/2021 Header review 165.00 AUD GROSS
must be fully ding differences (AUD): 150.00 Net 165.00 Gross 15.0(
> Invoice = Flinders University 04/03/2021 Header review 110.00 Aub crOSS Add coding -
(] ust be full nces (AUD): 1 0
> Invoice | Flinders University 04/03/2021 Header review 165.00 AuD GrOSS dd coding .
© Invoice must be fully ding differences (AUD): 150.00 Net 165.00 Gross 15.00
> Invoice = Flinders University 05/03/2021 Header review 165.00 AUD GROSS Add coding -
@ Invoice must be fully ding differences (AUD): 150.00 Net 165.00 Gross 15.00

1.3 Select Add coding manually.

Home Tasks Documents. Procurement Accounts Payable & a Flinders University ¥

AlL(7) Purchase orders (0) Spend plans (0) Invoices (7)

< &) Invoice  Inhe

rreview 165.00 cross  150.00 wer Add coding - « 3/7

| © Invoice must be fully coded

Images 1 Discussions & Header data (7' Related documents @' Workflow Attachments Invoice lines ' History '
Test Invoic... df Openimage Organization Invoice type Scan Report Code Supplier code *
Ej Q 1 of1 - ‘+ » Flinders University Expense Invoice
= Supplier ABN Captured ABN (Invoice Image) Supplier bank BBAN Supplier bank name
TEST INVOICE
Currency code * Exchange rate base date * Exchange rate (company) * Invoice number *
AUD - 25/03/2021 1 mC223
nvoice date * Group Code Description Reference person
k e T 24/03/2021 Select -
o e ROSSIGNG ST COH NN o Payment te h Gross total * Tax sum
= 7, Seven Days 165.00 15.00
RE— - Net total * Net total (company) * Plan reference Purchase order numbers
150.00 150.00
Due date Scan Date Scan Report ID
P ) 31/03/2021
Coding
Filter coding Q  Taxsum difference: 15.00 ~ Net sum difference: 150.00 = Gross sum difference: 165.00 H

Smart coding
Code your invaices based on our analysis of your previous coding data

Use smart coding
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1.4 Enter the details of the coding, scroll along to complete the required fields: Ledger
Code, Entity, Cost Centre Code, Project Code, Account Code, Comment, Tax
Code. Note: if the invoice is being coded for Capital Works, choose ‘CW'’ in the
Ledger Code field and then use the EAM fields.

Coding 1
Filter coding Q Tax sum difference: 15.00  Net sum difference: -15.00 = Gross sum difference: 0.00 Add coding 3
# Ledger Code Entity Cost Center Code * Project Code * Account Code EAM Project Code EAM Task Number EAM Re Actions
1 GL - 0 &
4 |4 LA *
Coding 1
Filter coding Q Tax sum difference: 15.00 = Net sum difference: -15.00 = Gross sum difference: 0.00 Add coding i
# Comment * Net Total * Net Total (Company) * Tax Code * Tax Percent Tax Sum Gross Total * Actions
1 165.00 165.00) 0.00 165.00 0O &
4 FA4 LER) »

1.5 If the invoice is to be coded across multiple cost centres or account numbers,
change the Gross Total from the full value to the actual value for the first coding line.
If single line coding only applies, do not amend the gross total, complete the next
step then skip to step 1.8.

Add coding

Tax Sum Gross Total * Actions

0.40 165.00 O &
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1.6 For multiple coding lines, click Add Coding to enter a new line of coding. Or, click
the copy icon [ to copy over the previous line and make the change to the
required field/s. Note the invoice has not balanced.

Coding 1

Filter coding Qi Tax sum difference: 591  Net sum difference: 59.09 = Gross sum difference: 65.00 | Add coding ¥
# al* Net Total (Company) * Tax Code * Tax Percent Tax Sum Gross Total * Gross Total (Company) * Actions
1 9091 9091 ¢ 10 9.09 100.00 100.00 =)

1.7 Complete the coding for the remaining coding lines, ensuring the Gross Total has
been amended to the correct value. Note: the remaining balance will prepopulate for
each additional coding line. Any previous coding lines will appear at the bottom of
the coding fields..

Coding 2
Filter coding Q | Tax sum difference: 0.00  Net sum difference: 0.00  Gross sum difference: 0.00 Add coding
8 al* 1" Net Total (Company) * " Tax Code * " Tax Percent Tax Sum [ Gross Total * eross Total (Company) * Actions
1 59.09 59.09 C 10 591 65.00 65.00 D &
90.91 9051 C 10 9.09 100.00 100.00
“ sy 3l I3

1.8 Once all coding lines have been entered, check the coding you have entered is
correct and click Save.

165.00 cross  150.00 wer
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1.9 When all coding lines are completed. Click Review to automatically send the invoice
to the approver for payment. In some instances, there may be a need to manually
select a different Basware user to code an invoice. See step 2.1 — 2.3 to manually
select a different Basware user.,

Hame Documents Invoicing A & Flinders University ~

165.00 aup GroOsS

1.10 Once review has been selected, if your invoice automatically goes for approval you
will see the below green tick and reviewed icons appear. In some instances, there
may be a need to manually select a Basware user to approve an invoice. See step
3.1 — 3.3 to manually select a different Basware user. .

Lo o
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2. Forward coding task to a different Basware user

2.1 Inthis instance you are required to forward the coding task to a specific person
manually, on the actual invoice click on the down arrow next to review and select

Forward.

S Add coding -

Forward

Reject

Request spend plan
Dispute

Put on hold

Cancel and resend

Save as PDF

2.2 The Forward invoice pop up window will appear. Enter the Recipient (person to
forward the invoice to). Note: A group or multiple people can be entered here. If this
is the case, you may tick the underlying box ‘Action required by only one of the
recipients’

Forward invoice 4

Recipient *

Comment

s
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2.3 Enter a meaningful comment for the next person if required, then select Forward.

Forward invoice x

Recipient *

[ —

Comment

B[

2.4 The invoice will then be removed from your task list and the next invoice task will
appear. When all tasks are complete, the 'tasks completed, have a nice day'
message will appear.

@ 11 cTrS View all Basware support resources
UNITVER Y


https://staff.flinders.edu.au/workplace-support/digital-services/basware

Coding invoices basware

3. Forward to a different Approver

3.1 Inthe instance the invoice does not automatically go for approval, you will need to
select the Recipient for approval. Enter in the approvers name and select from the
list produced.

Review invoice *

Recipient

Users

3.2 |If there is more than one requested approver selected, Tick Action required by
only one of the recipients so only one approver is required.

Review invoice x

Recipient

(J Action required by only one of the recipients

3.3 Select Review. This moves the invoice from your task list to the approver’s.

‘Cancel ml

This ends the process.
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