Invoice Approvals basware

Once an invoice has entered Basware and the coding has been completed, each invoice
needs to be approved for payment by an approver with financial delegation.

As the approver, it is your responsibility to review the expenses and coding of each
invoice in your task list. You can either approve the invoice for payment, or if for any
reason an invoice is deemed not ready for payment by you, there are a couple of options
to manage this.

You can select 'return task' which will return the invoice to the user who sent it to you,
please ensure you include a meaningful comment advising the user why you are returning
the invoice back to them. Or, you can 'reject' the invoice, which returns the invoice to
Accounts Payable admin, who will manage the invoice as per the meaningful description
you have provided.

Note: Once the approval has been completed, the invoice will be cleared for payment. No
further approvals will occur for the invoice.

1. Check coding and approval

1.1 Open Basware. From your homepage select the Tasks tab or Click here to view
task list options.
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You have 4 tasks. Check them out below.

e Invoice Approval
Due date 09/02/2021

e Invoice Approval
Due date 22/02/2021

e Invoice Approval
Due date 01/03/2021

- ICli[k here to view task list > I
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1.2 Open the invoice from the list. Note: Do not click on Approve at this stage as the

invoice will then go directly for payment.

basware

Home

Tasks Documents A & , Flinders University ~

Invoices (4)

Invoice tasks 4 % Discount available (0) I Iz Urgency ~ ] l Filter ~ l
> (B) Invoice  Flinders University 09/02/2021 Approval 110.00 AUD GROSS
> (gi:- Invoice  Flinders University 22/02/2021 Approval 110.00 Aup GrosS

“Tax details amended. Ready for review” - 25/02/2021
> (@) Invoice = Flinders University 01/03/2021 Approval 110.00 Aup GrOSS
> (@) Invoice = Flinders University 17/03/2021 Header review 110.00 Aup GrOSS -
-22/02/2011
Showing 4/4

1.3 Review the invoice image and the coding information to determine the expense is

Home Tasks Documents Procurement. Accounts Payable & a Flinders University ~
All (10) Purchase orders (0) Spend plans (0) Inve ices (10)
< B) tnvoice | fin header apprefal CECREENN AR sooove | - IRERYECNE
Images 1 Discus§ons Header data (7 Related documents (2 Workflow 2 Attachments 1 & Invoice lines History (2
IMAGE-100... 51.pdf Organfeation Inw e Scan Report Code supplier code * =
m Q 1 of1 — |+ » Flindgrs University Expense Invoice
- Supplfer ABN Captured ABN (Invoice Supplier bank BBAN bank name
Currefcy code * Exchange rate base Exchange rate (company) * nvoice num
AUD - 06/03/2021 1 INOO.
nvoich date * Group Code Description Reference person
21/09§ 2020 Select -
Paymdnt term code * Gross total * Tax sum Gross total (company)
30, THrty Days. 6114 0.00 614
Net toflal * Net total (company) * Plan reference Purchase order numbers
6114 6114
Due djte Scan Date Scan Report ID
- 21[1*020 22/02/2021 20210222_061033_FLINDERSAU... -
Coding 1
Filter coding Q Tax sum difference: 0.00  Net sum difference: 0.00  Gross sum difference: 0.00 Add coding
# Ledger Code Entity Cost Center Code * Project Code * Account Code EAM Project Code EAM Task Number EAM Resource Group E  Actions
! (=~
1 » |4 » |4 »
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1.4 Once your review is complete and you are ready to approve, click Approve.

Home Documents A & Flinders University =
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2. Discussions on an invoice

The option to hold a discussion on an individual invoice is available. Anyone with Basware
access involved in the invoice process can participate in a discussion. Discussions are
held on the invoice, and message notifications will be shown through the bell icon on the
top of the screen Note: a notification email will also be sent to the message recipient.
Open the invoice as you would for approval (see steps 1.1 — 1.2).

For example: If the invoice relates to multiple areas, you may need to seek confirmation it
is ok to proceed with approval from the other interested parties.

2.1 Open the Discussions tab on the invoice.

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

< (®) Invoice | In header review 165.00 cross  150.00 wer m- 17 >
Images 1 Discussions [ Header data (7 Related documents (' Workflow (£ Attachments (7' Invoice lines (4 History (41
Test Invoice.pdf Open image
o a 1or1 -+ »
Company Name TEST INVOICE

2.2 Select Start discussion.

Mo discussions yet] Start discussion
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2.3 Enter the name of the person you wish to discuss the invoice with.

Discussions [ Header data ' Related documents ' Workflow ' Attachments [ Invoice lines [ History [

Select recipients -

Type your discussion message here

Cancel

2.4 Enter your message in New message.

Discussions [ Header data 7' Related documents ' Workflow ' Attachments ' Invoice lines [ History [

Select recipients -

Type your discussion message here

Cancel

2.5 Click Post. Your message will then be sent via system notification * | to the
person selected who will also receive an email notification of the message.

o 2R

2.6 While waiting for the response notification, you may wish to move on to the next
invoice by selecting the right or left arrow next to the approve button, or go back to
the task list.

Documents Flinders University ~
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3. Return/Reject task

As per the introduction, As an approver, you can select ‘return task' which will return the
invoice to the user who sent it to you, please ensure you include a meaningful reason
advising the user why you are returning the invoice. Or, you can 'reject the invoice, which
returns the invoice to Accounts Payable team, who will manage the invoice as per the
meaningful description you have provided.

3.1.1 If during your approval stage you have discovered an error, or the invoice needs to
be returned to a previous user, select the Down arrow next to Approve.

uD GROSS

Forward

Approve and forward
Reject

Request spend plan

Put on hold

Return task

Save as PDF
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3.1.2 The Return task pop up window will appear with the previous user’s name
prepopulated. Enter a meaningful Comment for the previous user.

Return task x

Task

o HEADER REVIEW

Comment *

1000

3.1.3 Select the Return icon once your comment has been entered.

Return task x

Task

@ HEADER REVIEW

Comment *

Test Comment]

988
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3.2.1 If during your approval stage you have discovered an error in the coding or any
other issue and you need to direct the invoice to another user who isn't the user who
sent the invoice to you, please select the Down arrow next to Approve and select
Reject. Note: The ‘reject’ process does not cancel the invoice, it will send it back to

Accounts Payable team to manage.

Documents A - , Flinders University ~

110.00 aup GrOSS

Forward
:

Approve and forward

s

Request spend plan

TO[
Put on hold

Return task 15:02

Save as PDF

15:28

3.2.2 The Reject invoice pop up window will appear, select the reject Reason.

Reject invoice x
Reason *
‘ ]
Credit memo needed -
Credit memo needed
commen Invoice type or organization is incorrect

Invoice is a duplicate or otherwise incorrect

Task belongs to another user
Purchase order has not been matched

e -
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3.2.3 Provide a meaningful Comment for the rejection, as the invoice will go into the
Accounts Payable team workflow where they will action your request as per the
comment you have provided.

Reject invoice x
Reason *

Other v
Comment *

3.2.4 Once a comment is entered, click Reject.

Reject invoice ®
Reason *

Other ~
Comment *

Rejection reason

229

Note: if/when the invoice reappears in your tasks list, comments previously
added in the process will be visible to you.

This ends the guide.
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