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4 Continia

When handling documents in Business Central, you have several actions available. Let's have a look at the

possibilities.

Select the action "Approval Entries" in the role
center.
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The Approval Entries page contains a list of all the
documents awaiting your approval.

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

CRONUS International Ltd. Posted Documents

At the top of the page, a selection of actions is
available when handling documents in the Continia
Approval Portal: Approve, Reject, Forward, and On
Hold.

To approve a document, use the "Approve" action at
the top of the page.

When the document is approved, it will either be sent
to the next approver in line or returned to the Account
Payables department if you are the last one to
approve the document.

To reject a document, use the "Reject" action, which
is placed as the next action at the top of the page.
When rejecting, the document will either be returned
to the previous approver or sent back to the Account
Payables department. How far back in the flow the
document is rejected, is up to the approver to choose.
Select the "Reject" action.

When rejecting a document, you get asked to fill in the
reason why the document is rejected.

Depending on the configuration of the approval
settings in Document Capture, it might be necessary
to choose a Reason Code from a predefined list of
rejection codes.

Open the rejection code list by selecting the "Look
up value" button to the right.
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Approval Entries: Al S Search + Approve X Reject ¥ Forward @ OnHold # Doc
REASON CURRENCY
DOCUMENT co. BUY-FROM VENDOR NAME DUEDATE ~ ONHOLD  CODE CODE
Lewis Home Furniture 6/3/2019
Invoice 1001 ¢ Lewis Home Furniture 5/31/2019
Invoice 1005 Electronics Ltd. 4/21/2019
CRONUS International Ltd. Posted Documents
Approval Entries:  All - L Search |+ Approve | X Reject ¥ Forward @ OnHold # Doc
T Rpprove the document,
REASON CURRENCY
DOCUMENT co. BUY-FROM VENDOR NAME DUEDATE ~ ONHOLD  CODE CODE
Invoice 1002 Lewis Home Furniture 6/3/2019
Invoice 1001 v Lewis Home Furniture 5/31/2019
Invoice 1005 Electronics Ltd. 4/21/2019
CRONUS International Ltd. Posted Documents
Approval Entries: Al 0 Search + Approve | X Reje ¥ Forward @ OnHold ~# D
REASON CURRENCY
DOCUMENT co.. BUY-FROM VENDOR NAME DUE DATE ON HOLD CODE CODE
Invoice 1002 Lewis Home Furniture 6/3/2019
Invoice 1001 i Lewis Home Furniture 5/31/2019
Invoice 1005 Electronics Ltd. 4/21/2019
Manage  Show Attached
APPROVAL REASON AND COMMENT
General
Document Invoice 1005
Reason Code
Previous Comments Manage
COMMENT DATE AND TIME NAME
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Select a reason code. O Search +New EREditlst [ Delete  Show Attached B Open in Excel
In this situation, "Not for me" is suitable. APPROVAL REASON CODELIST + New
REASON CODE DESCRIPTION
@ H Not for me
004 Fake invo{ Select record *Not for me"

Select "OK" to return to the Approval Reason and Bestit [ Dsete  Show Atisched D8 Opan n cel
Comment page. WELST 4 New s

DESCRIPTION

Fake invoice/credit memo

e

To add a comment, place the cursor in the thed
"Comment" field ND COMMENT /‘
Invoice 1005 Reason Description Not for me
001 . Comment | |
ats Manage
DATE AND TIME NAME
(There is nothing to show in this view)
Type in a comment. hed
4D COMMENT /
Invoice 1005 Reason Description Not for me
001 Comment I |
s Manage
DATE AND TIME NAME
There is nothing to show in this view)
Reject the document by selecting "OK".
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If you like to reconsider, select the "Cancel" action.
This closes the rejection form and returns you to the
Approval Entries page.

!
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In some situations, another person is to approve the
document. To forward the document to a colleague,
select the "Forward" action at the top of the page.

CRONUS International Ltd.

Posted Documents

Approval Entries:  All O Search  + Approve X Reject
DOCUMENT co BUY-FROM VENDOR NAME DUE DATE
I Lewis Home Furniture 6/3/2019
Inv 5 Lewis Home Furniture 5/31/2019
Invoice 1005 Electronics Ltd. 4/21/2019

ON HOLD

REASUN CURRENCY
CODE CODE

Depending on the configuration of the approval settings in Document Capture, one or more forward options are

made available. Let's go through the different options.

"Approve & Forward" will have you approve the
document and then automatically forward the
document to an appointed colleague.

oB‘«pp’:‘fE & Forward

Forward without approval

CRONUS International Ltd.
5 The Ring

‘Westminster

‘W2 8HG London

Attention: Richard Lum

k77777

14.04.2019
21.04.2019

Forward and send the document back to me after approval

oK

[ext
|Pad 84GB
- [Apple Mouse
Cneel | pple Blustooth Headset

"Forward without approval" forwards the document
to an appointed colleague without you approving the
document.

0 ® Approve & Forward

oK

CRONUS International Ltd.
5 The Ring

Westminster

W2 8HG London

Attention: Richard Lum

77777

14.04.2019
21.04.2019

_—
Text

IPad 4GB

/Apple Mouse

Apple Blustooth Headset

The last option, "Forward and send the document
back to me after approval”, will forward the
document to a chosen colleague and afterward return
for your approval.
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o Approve & Forward

® Forward without approval

orward and send the documel
Farward and send the document back

to me after approval

oK
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CRONUS International Ltd.
5 The Ring

Westminster

W2 BHG London

Attention: Richard Lum

k77777

14.04.2019
21.04.2019

ack to me after approval

Text
IPad 64GB
- Apple Mouse
Cance! | apple Blustooth Headset


http://www.continia.dk/

Select "OK" to continue.
Selecting "Cancel" will return you to the Approval
Entries page.
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o Approve & Forward

Forward without approval
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5 The Ring
Westminster
W2 BHG London

Attention: Richard Lum

kT

14.04.2019
21.04.2019

® Forward and send the document back to me after approval

Text
IPad 84GB

- Apple Mouse
cancel | ipple Bluetooth Headset

To forward a document, you must choose who is to
approve the document.

Today, let's select "Bart Duncan" in the list of
approvers.

O search @8 Openin Excel

FORWARDTO USER

CONTINIA USER 1D

| %EM -NAV14 WI\% ;

NAV140W1\DEM

NAME

| Bart Duncan

Annette Hil_5art Duncan

Richard Lum

Forward the document by selecting "OK".

Ve I—E(
I NAME
\BD : Bart Duncaa
DEMO Annette Hill ?m‘,
RL Richard Lum | B
F
If you like to reconsider, select the "Cancel" action. f
This closes the forward form and returns you to the v B
Approval Entries page.
] NAME
I\BD : Bart Duncaﬂ
DEMO Annette Hill peah
INRL Richard Lum |

The fourth action at the top of the document page is
"On Hold". This action informs the Account Payables
department that the document cannot be approved
right now. This is often used in situations where the
approver disagrees with the vendor about prices or
missing deliveries.

Select the action "On Hold".
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CRONUS International Ltd.

Approval Entries: Al

O Search

DOCUMENT co. BUY-FROM VENDOR NAME
nvoice 1002 Lewis Home Furniture
nvoice 1001 < Lewis Home Furniture
Invoice 1005 Electronics Ltd.
www.continia.dk

« Approve

Posted Documents

X Reject ¥ Forward | @ On Hold
t doc
REASON CURRENCY
DUEDATE ~ ONHOLD  CODE CODE
6/3/2019
5/31/2019
4/21/2019
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When putting a document on hold, you are always
asked to fill in the reason why the document is held
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Manage  Show Attached

APPROVAL REASON AND COMMENT

4 Continia

back. . . . General
Depending on the configuration of the approval
settings in Document Capture, it might be necessary pecument fnieice 1065
to choose a Reason Code from a predefined list of [
put on hold codes.
Open the put on hold code list by selecting the "LOOk previous comments | tanage
up value" button to the right.
COMMENT DATE AND TIME NAME
Se'ect a reason Code_ |n th|s situation the "Awaiting O Search  + New B Edit List | Delete  Show Attached (33 Open in Excel
external information“ iS Suitable. APPROVAL REASON CODELIST 4 New
REASON CODE DESCRIPTION
@ Hold back payment
003 Awaiting external information
| Select record "Awaiting extemal information™ ||
Select "OK" to return to the Approval Reason and e o e e L
Comment page. fUST + New ' |
DESCRIPTION
Hold back payment
Awaiting external information! E
To add a comment, place the cursor in the ched
"Comment" field. IND COMMENT z
Invoice 1005 Reason Description Awawtmg external information
003 . Comment |
nts Manage
DATE AND TIME NAME
Type in a comment. hed
4D COMMENT j
Invoice 1005 Awaiting external information
003 Comment |d |
s Manage
DATE AND TIME NAME
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Put the document On Hold by selecting "OK".

If you like to reconsider, select the "Cancel" action.
This closes the rejection form and returns you to the
Approval Entries page.

oK

In the lower part of the page, we have the "Purchase
Lines" section. Here you can see the lines of the

document.
Adt LINE AMOUNT  DEPARTMENT PH
TYPE NO. DESCRIPTION EXCL.VAT CODE C(
G/L Account 2N 8210 iPad 64GB 1,155.00
Item 1000 Apple Mouse 89.00
G/L Account 8310 Apple Bluetoopth Headset 199.00

Approval Comments

COMMENT USERID DATE AND TIME

When approving the invoices and credit memos, YOU  terational Ltd. | posted Documents
can add, delete, and modify the document lines. The
possibilities for updating the document lines depends

es: Al O Search + Approve X Reject ¥ Forward @ On Hold

# Document

REASON CURRENCY

on the setup of the individual approvers' general €0 DUCFROMVENDORNAME  OUEBATE - ONWGLD  CODE  coE AMOUKT
permissions in Business Central. evis Heme Fumiure srro TeRee
Select the action "Document”, at the top of the page. ..~ ="~ e .

: Electronics Ltd. 4/21/2019 1.443.00
In this invoice, there are three invoice lines. Lines | Mansge Line Feweroptions =
Everything is filled in according to the company "eosTEXCL  AMaUNT PRoJgcT
requirements, except for a few details. — E == == ]il
The Project Code for the G/L account lines is missing. Kem 1 8900 8500
To choose a project code, lookup the value in the G/t Account ! 19900 19900

"Project Code" field.

Subtotal Excl. \

1.443.00 1,443.00
nv. Discount Amou. 0.00 360.75
woice Disca 0 1.803.75
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Choose the desired project code. For this invoice line, e coion = =
L) L H DIRECT UNIT LINE ] IPAD iPac
the VW WI" dO. COSTEXCL. AMOUNT PROJECT | mg,f;’sgg :W
i e
NTITY VAT EXCL.VAT CODE i
1 1,155.00 115500 || . |
1 89.00 89.00
1 199.00 199.00 CODE NAME
MERCEDES Mercedes 300
TOYOTA Toyota Supra 3.0
VW Transporter
Select from full list

1.443.00 Total Excl. VAT (GBP) 1.443.00

0.00 Total VAT (GBP) 360.75

0 Total Incl. VAT (GBP) 1.803.75
Besides adding new values to the lines, you are, as Lines | Mansge Line Feweroptions m
an approver, also able to change the existing values ORI
presented to you TYPE NO. DESCRIPTION/COMMENT QUANTITY VAT EXCL. VA
. " A e 6 account. [l s210 iPad 64GB 1 1,155.00 11550
The field "No.", which in the third line is a GL account, jem 1000 Ao Mouse 1 8900 890

is easily altered. To adjust the account, type in the o account | [3310 " hopi suetcoptn essse 1w o
account number or lookup the value in the "No." field.

Subtotal Excl. VAT (G... 1.443.00 Total Excl. VAT (GBP) 1.443.00

nv. Discount Amou.. 0.00 Total VA 360.75

nvoice Discount % 0 Total Inc 1.803.75

H H " " H . .

In this scenario, the account "8210" is the best choice.  tnes | ansge e Feeroprions =
DIRECT UNIT LINE
COSTEXCL. AMOUN"
TYPE NO. DESCRIPTION/COMMENT QUANTITY VAT EXCL. VA
G/L Account 8210 iPad 64GB 1 1.155.00 1,155.0
Item 1000 Apple Mouse 1 89.00 89.0

G/L Account |58 Dp‘e Bluetoopth Headset 1 199.00 192.0

Subtotal Excl. VAT (G. 1.443.00 Total Excl. VAT (GBP) 1.443.00
Inv. Discount Amou.. 0.00 360.75
Invoice Discount % 0 Total Incl. VAT (GBP) 1.803.75
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