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ExFlow

When you have an invoice to confirm and code in ExFlow, you will receive an email. Either
you can click on the link in the email you have received, or you can go to ExFlow in your web
browser.

Log in details is the same as your Office365 account (the same one that you sign in with on
your computer). Usually, you are already logged in.

The role to confirm and code invoices is referred to in ExFlow as “Attestant 1”. The
certifier/final approver is in ExFlow called “Attestant 2”. The certifier (Attestant 2) is governed
by which organization code the invoice receives. The system automatically sends the invoice
to the person who is responsible for the respective organization code. If the invoice amount
is above the set amount limit for the certifier, the system will automatically add higher level of
approvers to the invoice.

You will always receive the invoice with a pre-deposited account, in most cases a temporary
account (4999) since the system can’t send out invoices for approval without an account.
This temporary account needs to be changed before the invoice can be confirmed and
approved. In most cases, the invoice will also have an organization code pre-filled, if the
justifier changes the organization code the certifier also changes automatically by the system
to the manager responsible for the mentioned organization code.

Four-eye’s principle — an invoice cannot be approved and be proceed for payment unless
two different people have approved the invoice, that is approved by “Attestant 1” and
“Attestant 2”.
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On the left you have a few different views:

Inbox your unprocessed invoices

Due your unprocessed invoices that have expired

Future invoices where you are in the feed for the invoice but have not yet received. Primary
for certifiers (managers)

Recent invoices that you have recently handled

On hold invoices that you have placed under investigation/monitoring

Search here you can search among your managed invoices

Due date 1

Amount

503,00 SEK



Due date S Samira Ezzaher

Amount

503,00 SEK
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Vid inkdp fran utldndska leverantorer tillkommer 25% moms pa det belopp som konteras och attesteras i ExFlow som en
tillkommande kostnad. Detta kan i vissa fall inneb&ra att attesterande chef dverskrider sin attestbehérighet med
momskostnaden. Pa grund av systembegransning kan denna bokning inte visas i Exflow, men kommer bokforas i
bokforingen enligt konteringen pa den ursprungliga fakturan. Det kan finnas vissa undantag for tillkommande moms far
utlandska fakturor, exempelvis for kostnader som lokalhyror, hotellkostnader och persontransporter.
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On the right you will find:

The circle gives you an overview of all your invoices

Quick tips, here you can see information and watch videos about different parts of ExFlow
Replacers: in the event of a longer absence, you should add a replacement for you. Your
replacement must be an Exflow user.

Due, here you can see your unprocessed and overdue invoices

The text is information about how the system processes invoices from the EU and outside
the EU; reversed VAT, unfortunately this information is only available in Swedish right now
Messages, here you can see if someone has tagged you on an invoice that you're not in the
feed of, but someone wants you to see the invoice and maybe give a comment (new
messages are immediately visible, to show your older messages you need klick on recent)



How to confirm an invoice (attestant 1)

To enter the invoice, click on it.

Information

On the left you will see some information about the invoice, and on the right, you can see the
invoice image.

< Invoice Tranas Resebyra AB (IF000020)

FAKTURA

Svenska Roda Korset 415256 20211112

503,00

503,00 SVENSKA RODA KORSET Statlig rasegarantit
HUVUDKONTORET/LEV.RESKONTRA ®

BOX 17563 W‘? bt
118 91 STOCKHOLM

000

Fakturanr: 415256

Fakturadatum: 2021-10-13

Férfallodatum: 2021-11-12

631735

1063

SUSANNA MARGARETA SO VArreferens:  PERNILLA GULLBERG 0140-375030
um:  2021-11-10

SONANDER/SUSANNA

= > Amount Coding >

MOTPART ~ PERSONAL  DESCRIPTION Percode  Per date

Buttons/symbols

Above the invoice there are a few different buttons, please find the explanation below for
each symbol.

= ) @ Q &

Comment, the number indicates that there are comments on the
invoice, to read or write new comments, click on the symbol.

If you want a colleague who is not in the feed of the invoice to look at the invoice, tag the
person with @ (note that this person must be a user in ExFlow).



To write a comment which you want to include on the invoice and be visible to everyone, for

example, to specify the purpose of the cost on the invoice, write the comment without tagging
a colleague.

To respond to a comment, tap reply.
If there are any comments, they will appear on the first page.

SAMIRAEZZAHER 2021-11-08 12.28:57
Hi, will you please check this invoice @MERJAPASKA
REPLY

SAMIRAEZZAHER 2021-11-08 12:29:48
Travel conference

REPLY

SAMIRAEZZAHER 2021-11-08 12:30.59
Meetings in Katrineholm

REPLY

scrolling between invoices

attach a document, if an attachment is included on the invoice, there will be a
number in the upper right corner, click on the clip, and you will get a small window where the

attached documents are located and where you can upload your own attachment.
-

=y P & a @
=

Attachments

ACH FILE

Fakturanr: 415256

Q Q

zoom the invoice image



- opens the invoice in a separate window — for example to save as a PDF or to
print the invoice

Buttons at posting lines
To show the hidden buttons, hover over the green button.
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Cancel cancels the changes that you have done on the invoice

Save saves what you have changed on the invoice

Validate if you want to check if the accounting is correct before approval

Forward the invoice and pass on to another justifier (you have received the invoice
incorrectly and know who should have it instead) if your role is to certify the invoice, that is if
you are attestant 1. Please note that Attestant 2 should NOT use this button, because then
you will renounce your approval. DO NOT send back to the previous person through this
function, instead you can write a comment and tag that to the person by using @.

Hold the invoice is under investigation

Reject sends the invoice back to accounts payable/administrator, mandatory to write a
comment about why — for example incorrect, should go to someone else, etc

Approve the invoice and pass it on in the feed

Some of these features are also accessed by clicking on the arrow:



e > Amount Coding »
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Account ORG PROJEKT
O 503,00 + 5812 457 e
kal & Redi.. Enhetsdverar
" Approve
X Reject
11 Hold
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Approve, reject, hold, and forward has the same function as above.

Add approver this is to add a person as the justifier/attestant 1 to the feed of the current
row, the person will then be able to change the accounting. The feed can be shown if you
click on this arrow

= > Amour

Comment adds a comment to the row.



Account-code the invoice

Fill in account, organization code, project, and in some cases counterpart (motpart) and staff
(personal). (ExFlow will let you know if you miss a dimension). In the drop list you can search
for codes via both code and text. In description, you can add a short text for the row, for
example the purpose with the cost, but the text will then overwrite the account description.

L = > Amount Coding >
Amount Account ORG PROJEKT MOTPART PERSONAL DESCRIPTION Per, code Par. date
O~ 503,00 + 5812 » 45] » N15000 - v - v -
Resor (reseb.. Lokal& Reoi.. Enhetsdvera.
Accrual

To split a cost over several months (for example rental costs), select code in per.code based
on how many months ahead the invoice it to be posted. Select the date on the first of the
month the accrual is to apply from. For example, you receive an invoice in September of

30 000 SEK to be accrued over three months starting in October — select 3 months accrual
and start date 20xx-10-02, and the system divides the invoice into three equal parts for
October, November, and December.

Svenska Roda Korset 415256 2021-11-12

503,00
503,00 2021-10-19
0,00 2021-10-13
= > Amount Coding >
A Account ORG PROJEKT MOTPART PERSONAL  DESCRIPTION Per code Per date
O~ 50300 4 5812 w 451 + N15000 « A - v v
Resorfreseb. Lokal & Reai. Enhetsdvera.
|
1790-12M-B

12 Mén periodisering
Bokféringsdatum
1790-12M-N

12 Mén periodisering Nasta
periodstart

1790-1M-B

1 Man periodisering
Bokféringsdatum

1790-1M-N
1 Man periodisering Nésta
periodstart

1790-3M-B



To divide the invoice on different account coding
If the invoice should be divided on different accounts and/or projects, you do so via the plus

sign at the amount. Enter the amount for the first row, then ExFlow will calculate the
remaining amount and adds a new row, repeat the same steps with row two, etc.

y = » Amount Coding >
Amount Account ORG PROJEKT MOTPART
[~ 50300 4 5812 ~ 451  « N15000 w v
Resor freseb_. Lokal & Regl.. Enhetsdverg.
3 == > Amount Coding >
Ameunt Areannt nReG PR IFKT MOTPART PERSONAL  DESCRIPTION Per code Per. date
T D + 503,00 - v - -
Amount Linetype/Coding I
403,00 Account
Amount Linetype/Coding
100,00 v
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Forward a row in the invoice or the whole invoice

= > Amount Coding >
A t Account ORG PROJEKT MOTPART PERSOMNAL DESCRIPTION Per. code Per. date
O = 50300 + 5812 - 451 w N15000 » v - v v
xal & Reai.. Enhetsdvera.
" Approve
X Reject
11 Hold
» v

To forward a row to another justifier, select forward at the arrow for the row and choose the
person that you want to send it to, then approve the invoice as usual.

The rows that you forward to another person must be filled in with amount, account,
organization, and project code, otherwise ExFlow will not allow you to go forward and
approve the invoice. You can choose any codes that you want, but then the person that you
send the invoice to must be aware of this and change to the correct coding.

If you want to forward the whole invoice, then use the forward button at the right side of the
page.
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