documents

Approval process - Business Central: Add comments and

4 Continia

When you handle documents in the Business Central, you can add comments and documents. Let's have a

look at how it works.

Select the action "Approval Entries" in the role
center.

ts

1ase Invoices  Purchase Return Orders  Purchase Credit Memos Contacts ~ Customers

RELEASED
>

Approval Entries|

PURCHASE APPROVAL - INVOICES

OPEN PIS PIS FOR
APPROVAL
> >

PURCHASE APPROVAL - CREDIT MEMOS

RELEASED PIS OPEN PCMS PCMS FOR
APPROVAL
5 N

Start by selecting the document you want to process.
Today we will focus on the invoice from "Lewis Home

CRONUS International Ltd.

Posted Documents

Approval Entries:  All ~ O Search v Approve X Reject ¥ Forward @ OnHold # Doal
H n
Furnltu re-. REASON CURRENCY
DOCUMENT CO..  BUY-FROM VENDOR NAME DUEDATE  ONHOLD  CODE CODE
= B Lewis Home Furniture 5/31/2019
Invoice 1005 v Electronics Lid. 472112019
H n Al
Select the action "Document” at the top of the page.  intemational Ltd. | eosted ocuments
tries:  All~  Search + Approve X Reject ¥ Forward & On Hold
REASON CURRENCY
CO.  BUY-FROM VENDOR NAME DUEDATE  ONHOLD  CODE CoDE AMOUNT
’ Lewis Home Furniture 5/31/2019 4500.00
v Electronics Ltd. 472172019 1,443.00
6/3/2019 750000
Adding a comment to a document, awaiting your General
approval, is quite simple. Place the cursor in the field Jendor tome 71 Resson code -
" n
for "Approval Comments".
Posting Date 472072019 = Amount Incl. VAT (. 9:375.00
Due Date 6/3/2019 [ Status Pending Approval
Vendor Invoice No. 44444478 Approval by Annette Hill
Purchaser Code A v]  Approval Comments E
Approval Flow Code Attachments 1 atyd Open details for “Approval Comr
Lines Manage  Line Fewer options =]
H n "o 4
Select the action "New" in the ribbon. & APPROVAL COMMENTS | WORK DATE: 1/28/2021
O Search BReditlist B8 Open in Excel
COMMENT DATE AND TIME NAME
(There i nothing to show in this view)
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Adding a comment to a document, awaiting your & INVOICE 1004 | WORK DATE: 1/28/2021 s
approval, is quite simple. Place the cursor in the field

for "Comment". Approval Comments

P Search +New BrEditlist @8 Openin Excel

COMMENT DATE AND TIME NAME

Type in a comment. Press "Enter” to save the < INVOICE 1006 | WORK DATE:1/28/202 v
comment. Approval Comments
O Search -+ New MEREditlist @8 Open in Excel
commEnT OATE AND TIME NAME

[ J

Select "Back to return to the document. OCEIUO&IWURKDATE.VZB/NZI NOT ¢
pproval Comments

2 Search + New B Editlist 8 Open in Excel
COMMENT DATE AND TIME NAME
This looks fine. 3/25/2020 10:43 AM Annette Hill

In the "Approval Comments" your comment is General Show more
shown. o ‘ o

Vendor Name Lewis Home Furniture ~ Reason Code ~

Contact Mrs. Julia Collins Amount Excl. VAT 7.500.00

Posting Date 4/20/2019 [z Amount Incl. VAT (I 9,375.00

Due Date 6/3/2019 Status Pending Approval

Vendor Invoice No. 44444478 Approval by Annette Hill

Purchaser Code AH v Approval Comments

Approval Flow Code - Attachments 1 attached file

Lines Manage Line  Fewer options 54
Adding further documents during the approval General
process is an easy way to include important details S s -
like spreadsheets, contracts, and photos. . : -

Contact Mrs. Julia Collins Amount Excl. VAT (.. 7,500.00

Posting Date 4/20/2019 B Amount Incl. VAT (i 9.375.00

Due Date 6/3/2019 B Status Pending Approval

Vendor Invoice No. 44444478 Approval by Annette Hill

Purchaser Code AH v Approval Comments This looks fine.

Approval Flow

Attachments 1 attached file
ail

Lines Manage Line  Fewer options E3
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¥ 3 = | Downloads

To add any type of attachment, simply locate and Lt

select the document you want to add to the invoice. - Yow % =] T S T
Hold the left mouse button and drag the file to the tocus com pase " Gy Dot rame i I g (15 e
"Edit - Documents" page. Cipboard Organize New Open Select
“ ~ 4 & » ThisPC > Downloads v | &| | search Downloy

Name . Date modified Type

# Quick access

QWI - Order Confimation 1 - AR Day Property Management |2/13/2020 1:14PM  Adobe Acrobat [

> O This PC

lobe Acrobat Document

o Network

Date modified: 2/13/2020 1:14 PM

Titem  1item selected 41.6KB

When hovering over the Documents area, release the Venzee
left mouse button to attach the file to the invoice. niture
Besides dragging the attachments to the document in

EDIT - DOCUMENTS - INVOICE 1006 - LEWIS HOME FURNITURE /‘

| Drag And Drop files in the area below to add additional files.

Business Central, you can also add documents by minitrstion  Rele
selecting the "+ Add" action placed just above the list Documents | & acd
of attachments. When selecting the "+ Add" action, T | 4=

Reason Code 8

you can easily browse through your documents using |
the File Explorer. ‘VA J-

PDF lLtd.
Status
2 Move
Approval by — L.
Select "Close" to return to the document. ———— Name P
Resson Code || B W1 - Order Confimation 1 - AR Day Property Management E -
B Invoice 1006
Amount Excl. VA
Amount Incl. VI
alLtd.
Status
Approval by

Approval Comej

Attachments
Project Afte
feu |
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