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1 INTRODUCTION

This document describes the use of the Aqoola Workflow for Microsoft
Dynamics 365 Business Central solution. It outlines the key procedures that
the users can perform in the solution.

The document is intended for users working with purchase documents in
the Microsoft Dynamics 365 Business Central.

Agoola Workflow for Microsoft Dynamics 365 Business Central is an
extension product that offers the facilities to register incoming invoices from
vendors using the Microsoft SharePoint-based web interface, carry them
through the company's approval hierarchy, process the documents to
update respective data in the Dynamics 365 Business Central database, and
archive the documents to provide for historical trail.

The functionality of Aqoola Workflow for Dynamics 365 Business Central
includes the following procedures:

Import of various records and entities to a standalone
Agoola Workflow database from Dynamics 365 Business
Central.

Registration of inbound purchase documents using the web
interface connected to the Aqgoola Workflow database.
Import and processing of purchase documents (purchase
orders, expense invoices, and purchase credit memos)
registered and approved through the web interface to
Dynamics 365 Business Central.

Aqoola Workflow web interface |A Microsoft SharePoint services-based portal with document registration, approval, and

Aqoola Workflow database

Expense invoice

archiving functionality. It connects to the Aqoola Workflow database.

An SQL Server database that stores the information exported from Microsoft Dynamics
365 Business Central and documents registered by the Aqoola Workflow web interface
users, serving as an intermediary storage of data for the two systems.

A financial request from a vendor to covers certain expenses according to the agreed
terms.

In Agoola Workflow, expense invoice is a type of inbound document that must be
registered, sent for approval, and exported to Dynamics 365 Business Central.

In Dynamics 365 Business Central, expense invoices are processed to create the
appropriate purchase invoice documents.

1. Go to https://appsource.microsoft.com/ and download, install Agoola
extension.
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2. Verify that extension is installed in Microsoft Dynamics 365 Business
Central:

a. Open Extension Management page. Use search pane or open
from - BC start/landing page -> Setup & Extensions -> Extensions

CRONUS Danmark A/S Finance ~  Cash Management - Sales -  Purchasing -~ |Setup & Extensions || _Intelligent Cloud Insights =
Assisted Setup  Manual Setup _ Service Connections Workflows -

X This is a sandbox environment (preview) for test, demo, or development purposes only.  Don't show this again.

HEADLINE ACTIONS

+ Sales Quote  + Purchase Quote > New > Setup
Good afternoon! b Slencrder -+ PuchseOnder > Pyments B e Feprs

+ Sales Invoice =+ Purchase Invoice > Reports

b. Find “Aqoola Workflow” extension in the list and make sure its
“Description” is “Installed”

CRONUS Danmark A/S Finance Cash Management Sales Purchasing Setup & Extensions Intelligent Cloud Insights =
Extensions:  All fO search  Manage 8 open in Excel More options Y =07/
De: v Name

Installed 1 AMC Banking 365 Fundamentals V. 16.0.11240.11946 a
Installed Application V. 16.0.11240.11946

Installed Aqoola Workflow v.16.000

Installed Base Application v. 16.0.11240.11946

Installed Business Central Cloud Migration - Previous Rel. V. 16.0.11240.11946

Installed Business Central Intelligent Cloud V. 16.0.11240.11946

Installed €5 2012 Data Migration V. 16.0.11240.11946

3. Generate a web service access key for a Dynamics 365 Business Central
user that will be used by Agoola web application when connecting to
Dynamics 365 Business Central

a. Open Users page using search page

Dynamics 365 Business Central

Sales  Purchasig TELL ME WHAT YOU WANT T0 DO 7 X

Chart of Accounts)

X Thisis a sandbox emvianmen (previe) for st dermo, or development pl | v
Go to Pages and Tasks Show all (17)

The best-selling item wa - e e
ATHEN Skrivebord with | > =
units sold Okt o ki T Ty o

b. Select the corresponding user (i.e. ADMIN) and open it for
editing, by clicking on ‘Edit’ action.

& USERS | WORK DATE: 4/14/2020

View: Al O Search + New  BFEditlist  [i] Delete [& View Process Navigate 8 Open in Excel More options
Open the selected row in edit mode.

User Name 1 Full Name License Type Authentication Email

-  ADMIN B Full User

c. Click on ‘Change Web Service Key’ action
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User Card

1j§ Change Web Service Key 83 Effective Permissions More options

Set up the key that web services use to access your data, and then specify the key on the
user card for the relevant user accounts.

General

User Name ADMIN State Enabled &

Full Name Contact Email

Web Service Access

Web Service Access Key /PjfCeMbaNSmOxlhmbi8ny... | --- Web Service Expiry Date

d. Press ‘Yes’ in the shown confirmation dialog

The current Web Service Access Key will not be valid after editing.
All clients that use it have to be updated. Do you want to
continue?
Yes No
e. Set ‘Key Never Expires’ parameter to FALSE, clear ‘Key
Expiration Date’ and press OK.
EDIT - SET WEB SERVICE ACCESS KEY I/l
Key Never Expires
Key Expiration Date
KN
f. Save the generated access key. Mouseover (do not copy or
select the field value) the field value, wait for the tooltip to
popup and copy the access key value from it.
Web Service Access Key /PjfCeMbaNSmOxlhmbi8ny... | --- Web Service Expiry Date

|/ijCeMbaNSmOthmbiSnyQIzWZWj6JDINI4F|I1QEQ:, bpen assist edit ‘

4. Send the generated web access key, User Name, Company/Companies
Name (need to decide on how many companies Aqoola Workflow web
interface will be implemented and used in Microsoft Dynamics 365
Business Central) and Tenant ID to service@agoola.com and wait for a
confirmation email that Aqoola Workflow integration is completed.
Check next table, if you do not know how to find any of the object that
should be sent
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No. Name How to get
1 Access Check Configuration Guide, point 3.
Key
2 User Name | This is User Name from what Access Key should be generated.

Check Configuration Guide, point 3.

3 | Company
or
Companies
Name

Open Microsoft Dynamics 365 Business Central -> push Settings -> My Settings -> Company -
> choose those companies where Aqoola Workflow web interface will be implemented.

Dynamics 365 Business Central

i EDIT - MY SETTINGS i .

CRONUS TRIAL Finance Cas 7z Intelliy Settings
Customers  Vendors Items Bank Ac¢

Role Business Manager Dynamics 365 Business Central

Personalize
INSIGHT FROM LAST MONTH Company CRONUS TRIAL My Settings
[ Order Company information
e a r e S O( Work Date 4/8/2019 .
1 € Invoice  Assisted setup

. . Region English (United States) Advanced settings
invoice was for o

Language English (United States)

Time Zone (UTC+02:00) Athens, Bucharest Office 365

Notifications Change when | receive notifications. View all
000®O0

Your last sign in was on 01/29/20 10:47 AM.
Activities
Activities
SALES THIS MONTH OVERDL Cancel 5INVOICES

AMOUN DUE

Vel B Wa W 4L a

4 | Tennant
ID

Open https://home.dynamics.com/ -> log in using 0365 account ->choose but do not click on
the corresponding Microsoft Dynamics 365 Business Central environment where Agoola
Workflow web interface will be implemented ->copy link address using right-click.

Dynamics 365 Home

«>c a

The home for all your business apps

Here you'll find all your Microsoft Dynamics 365 apps—from sales and service to operations and
financials—along with apps that work with them from Microsoft AppSource.

Q_ search my apps ..

IS RSSO 7' Get more apps

0O Vv

Tabe v

Portal Management
Ciellos (Upgrade)

My apps

Open link in new tab

— Open link in new window

Business Central Open link in incognito window

Dynamics 365 — custom

Ciellos (Upgrade)
LB Send link to iPhone (Oleg)

Microsoft Dynamics 365 Busines ¢ . s Central Provides access to the full suite of Configure and manage your online
ave link as... .
is a business management solut - jon that capabilities, including administration and platform to communicate and collaborate
Copy link address
helps companies connect their f nancials, settings with customers.
sales, service, and operations 10 () Adpock — best ad blocker , [streamline
business processes, improve cus omer
Inspect Ctrl+Shift=|
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2 EXPORTING DATA TO AQOOLA WORKFLOW

Before registering any inbound documents through the Aqoola Workflow
web interface, you must ensure that the appropriate Microsoft Dynamics
365 Business Central records are available for selection on the web
interface. This is done by importing data to the Agoola Workflow database.
Now, it is done automatically every 15 minutes or could be done manually
from Agoola Workflow web interface by pressing appropriate button in the
Archive section of the web interface.

< -

Filter

A
Supplier: Invoice Date(From/To): | Task No.:
) ] ”
Invoice No.: Due Date(From/To): 3 Type: [All] v
i
A .
Purchase No.: Posting Date(From/To): j Company: [All)
3
a
Approved By: Created(From/To): = Total(From/To):
=
Posted No: Archived(From/To): Archive status: ) (] L4l (sl X
G/L account: Description:
v
Dimension: Y| Value:

Uploaded manually:

¥ Current tasks in workflow - not finally approved
¥) Ready for posting

A Posted

The following types of records are imported to the Agoola Workflow
database:

Vendors

Dimension values

Default dimensions and dimension combinations
Items

Currencies

VAT Posting Setup

VAT business posting groups

VAT product posting groups

Purchase orders with corresponding header and line dimensions
Posted purchase receipts

Payment terms

G/L accounts

Fixed assets

Units of measure

Companies

Vendor bank accounts

Blocked items, vendors, G/L accounts, and dimensions are not exported.
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3 WORKING WITH DOCUMENTS IN AQOOLA
WORKFLOW

The Aqoola Workflow web interface is intended for carrying the purchase
documents through the company's approval hierarchy, where the
registering users (for example, accountants) enter information from inbound
invoices in various digital formats into the system and send the resulting
documents to the approver (for example, a purchase manager). The latter
must sign off each document before it comes into effect and is transferred
to Microsoft Dynamics 365 Business Central for posting.

The Agoola Workflow web interface allows for establishing a multilevel
approval hierarchy, where an employee registered as a user can be an

approver and still have a superior approver to whom he or she must send
the documents after processing them.

When an inbound document is received from a vendor, a registration task is
created for it on the Agoola Workflow web interface. The list of tasks is

available under Registration to all employees with access to the web
interface.

Number of tasks shown on a single page is 25. Total number of tasks can be
calculated when clicking on Count button.

Open Approval and Registration Tasks

Registration (11) Correction (0] Approva On hold (0! Ready for posting (0; Failed (0) Upload PDF

CVR Vendor Invoice Group  Status Purchaser Company 1-1
[All} viv QO wOwo [Al v Clea Co
Registration Tasks
Task Vendor Number Invoice Date Currency AmountGroup Received Company Purchaser

i} A100016 0.00 OMK DEV
] A100015 0.00 OMK DEV
] A100013

0.00 OMK CRONUS Danmark A/S

Each task is assigned a number according to the number series set up by the
site administrator and assigned to the appropriate invoice group.

If there are too many tasks listed, you can filter pane to show only tasks for
documents of a specific invoice group, assigned to a specific user, or related
to a specific Microsoft Dynamics 365 Business Central company.
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Registration (11) Correction (0) Approval { On hold (0) Ready for posting (0) Failed (0) Upload PDF
CVR Vendor Invoice Group  Status Purchaser Company 1-11
[All v v QwOuwvwo [All] v Clear Sum Count?
To open a registration task, click the task name or the & Edit icon next to it.
The registration task is displayed in several panes:

1. Document pane, where you can view the initial file for which
the registration task was created.

You can view the initial PDF or XML file in a new browser window by clicking

the Approval No. link below the document pane.

2. Invoice header pane, where you enter the general invoice
information, such as vendor number, invoice date, currency,
and so on.

3. Invoice details pane that contains buttons for specifying
dimensions for the invoice header and lines, serial numbers
for items on invoice lines, and notes for the invoice lines.

4. Invoice lines pane, where you enter invoice lines and view
total amounts for them.

3] < > EA100013 Attach Audit Tra: nvoicedim Note
1 of1 — <+ Automatic Zoom 3
Purchase Document - Test Tuesday, April ;EL.
CRONUS Danmark A/S Page 1
Purchase Document: Document Type: Invoice, No.: 107213
Invoice 107213
Suy-from vendor No. 50000 se11-te Custenser
suy-from ship-to .
Fabrikam, Inc. CRONUS Danmark A/S
Vendor & Inv. Disc. 0.00 PO No Currency Y| Company CRONUS Danmar ¥
Inv. No Total 0.00, CVR Vend. VAT v Group OMK v
Inv. Date i VAT 0.00 Due Date ] Payment Y | Doc. Type Expense v
Amount 0.00 Total+VAT 0.00| Posting B Disc% 0.00, Template v
Purchaser Payment type v Paym. ID Incl. VAT
Bank Bank Branch No
Requisition
1 New Delete Sp Linedim Line note
Lock
Approver Type Item/Account Description Price| VAT Code VAT Total )
Finans v 0.00 M
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The information that you enter on the header and lines differs depending on
the type of the document that you are registering.

Before you fill in any fields, you must ensure that the document is an
appropriate invoice that must be registered. If the document is erroneous
(for example, not an invoice at all), click the Remove button on the bottom
of the window and then click OK in the dialog box that appears to mark it as
erroneous and remove it from the list of registration tasks.

Invoice header consists of the fields that you need to fill in manually and
those which are filled in automatically when you complete a certain field.

As you start typing the value in the fields like Vendor, Purchase No., or
Purchaser, a drop-down list appears, where you can select a value out of
those available in the database.

Vendor 10 £ Inv. Disc
Inv. No

Inv. Date er A/S, 10000
Amount

Purchaser

If you fill in a field incorrectly (for example, specify wrong Purchaser name),
it is marked with an asterisk, and the appropriate error message is displayed
on top of the invoice header pane.

o

W

e Purchaser not v

Vendor Fredborg Lamper A/$ &
Inv. No 107213

Inv. Date  |4/20/2020 iz
Amount 2,000

Purchaser TESTTESTTEST *

Due to the fact that inbound purchase orders are based on orders imported
from Microsoft Dynamics 365 Business Central, the key fields on the
purchase order header — Vendor, Currency, Payment Code, and so on —
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are filled in automatically when you complete the PO No. field with the
order number.

Before you specify the purchase order number, verify that the company
account and invoice group specified in the corresponding fields are as
appropriate.

In case there is a purchase order with the number you specified in the PO
No. field, the message will be displayed at the top of the invoice header pane
that the purchase order with such number is found.

&  Purchase order found

Vendor Fabrikam, Inc., 50000 §&  Inv. Disc. 0.000 PONo[] 104003 & Currency DKK Company NAV(NAV)

Inv. No 20030 Total 46,400.00 Shipment Vend. VAT DANMARK [0 Group OMK

Inv. Date 9/28/2018 = VAT 11,600.000 Due Date 9/30/2018 = Payment LM - Indevzerende Doc. Type Purchase

Amount 58,000.00 Total+VAT 58,000.00 Posting 9/28/2018 E Disc.% 0.00 Template

Purchaser Oleksandr Sushchenke Payment type v Paym. ID Ind. VAT [] O
Bank Bank Branch No

Drop Shipments

[ mew [ Delete +PO Purchase Lines|  Linedim | Line note |
[Jrock

D ‘ Type Item/Account Description Qty Unit Price| Disc.% VAT Code VAT Amount »)
DIQ Item  |LS-150 | Heijttaler, kirsebzer, 1 8.00|STK 5,800.00 0.00| MOMS25 11,600.00| 46,400.00 E[ <
Request Approve I Send Save I Undo

To complete the purchase order header, you need to enter the following
data from the inbound document to the appropriate fields on the header:

Inv. No. — enter the number of the invoice
Inv. Date — enter the date when the invoice was received.

You can use any date formatting when entering the date, as long as it
correlates with the regional and language settings in your operating system.
For example, if the system date format is , you can enter

, ) , or

Shipment — enter the vendor's order number for the
invoice, if applicable.

Posting/Due Date — the value is calculated automatically
based on the Inv. Date value that you specify, and the
vendor's payment terms.

Disc.% — this field shows the payment discount on the
original purchase order. The value cannot be edited.
Payment ID — enter the ID of the payment for the invoice, if
applicable.

If necessary, you can assign the document to a different invoice group by
selecting the appropriate value in the Group field.
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Additionally, you can select the workflow template to be used for the
document being registered in the Template field.

Since an expense invoice is a standalone document, and no corresponding
document exists in the Microsoft Dynamics 365 Business Central database,
the information like VAT Code and Payment Code is retrieved when you fill
in the Vendor field with the vendor number; most of the header fields must
be completed manually with the appropriate values from the inbound
document.

Before you enter any information, verify that the company account and
invoice group specified in the corresponding fields are as appropriate.

Fill in the fields on the invoice header as follows:

Vendor — enter the number of the vendor who sent the
invoice.

Inv. No. — enter the number of the invoice

Inv. Date — enter the date when the invoice was received.
Purchaser — the field is filled in automatically with the
name of the salesperson assigned to the vendor that you
specify but can be changed.

Shipment — enter the vendor's order number for the
invoice, if applicable.

Due Date — the value is calculated automatically based on
the Inv. Date value that you specify, and the vendor's
payment terms, but it can be changed.

Posting — the date is automatically set to be equal the Inv.
Date, however it can be manually changed afterwards.
Value specified in this field will be used as a posting date in
Microsoft Dynamics 365 Business Central.

Currency — select the currency in which the invoice must be
paid.

Payment ID — enter the ID of the payment for the invoice, if
applicable.

The Disc.% field is not used in registration of expense invoices for Microsoft
Dynamics 365 Business Central companies.

Similarly, to entering a purchase order, you can add a register note and
specify a workflow template.
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Vendor Fabrikam, Inc, 50000 &  Inv. Disc. 0.00, PO No Currency DKK ¥ | Company CRONUS Danmar ¥
Inv. No * Tota 400.000 CVR Vend. VAT UDLAND v Group OMK v
Inv. Date i VAT 0.00, Due Date 5/31/2020 G| Payment LM - Indevaerend Y | Doc. Type Expense v
Amount 400 Total+VAT 400.00 Posting 5/6/2020 BH  Disc% 0.00 Template v
Purchaser  |agoolaadm, i:0# flbct Payment type v Paym. ID Incl. VAT
Bank Bank Branch No

Requisition
1 New Delete p Mem Linedim Line note

Lock

Approver Type Item/Account Description Price] VAT Code VAT Total (>
aqoolaadm, i:0%.f|l| Finans v (01200 | Fragt 400.00| STANDARD ¥ 4

Remove Request Send Save Undo

Similarly, to registering an expense invoice, entering a purchase credit
memo header requires all fields to be completed manually.

Before you enter any information, verify that the company account and
invoice group specified in the corresponding fields are as appropriate.

Vendor — enter the number of the vendor who sent the
credit memo.

Inv. No. — enter the number of the invoice

Inv. Date — enter the date when the credit memo was
received.

Purchaser — the field is filled in automatically with the
name of the salesperson assigned to the vendor that you
specify but can be changed.

Shipment — enter the vendor's order number for the credit
memo, if applicable.

Due Date — the value is calculated automatically based on
the Inv. Date value that you specify, and the vendor's
payment terms, but it can be changed.

Posting — the date is automatically set to be equal the Inv.
Date, however it can be manually changed afterwards.
Value specified in this field will be used as a posting date in
Microsoft Dynamics 365 Business Central.

Currency — select the currency in which the credit memo
must be paid.

Payment ID — enter the ID of the payment for the credit
memo, if applicable.

The way of entering invoice lines differs depending on whether the
document you are registering is a purchase order, an expense invoice, or a
purchase credit memo.
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Similarly, to some invoice header fields, a drop-down list with available
values appears as you start typing the value in the Approver and
Item/Account fields on the lines.

When you enter the purchase order number in the PO No. field on the
invoice header, the invoice lines are automatically populated with the
appropriate values from the Microsoft Dynamics 365 Business Central

purchase order.

agoola®

¥  Purchase order found

Vendor Wide World Importer &  Inv. Disc. 0.000 PO No 106007 & Currency DKK Y| Company CRONUS Danmar ¥
Inv. No TEST_13 Tota 4,750.00 CVR GB555555555 Vend. VAT EU v Group OMK v
Inv. Date 5/ i | VAT 0.00 Due Date 5/31/2020 G| Payment LM - Indeveerend ¥ | Doc. Type Purchase M
Amount 4750.00 Total+VAT 4,750.00, Posting 5/6/2020 :ﬁ Disc.% 0.00 Template v
Purchaser  aqoolaadm, i:0#.flbct Payment type v Paym. ID Incl. VAT
Bank Bank Branch No
Drop Shipments (¢
1 New Dele! +PO Purchase Linesj Linedim Line note
Lock
Type Item/Account Description Qty| Unit Price| Disc.%| VAT Code VAT Amount »)

v Vare 1896-S | ATHEN Skrivebord 2.00( STK v 750.00 0.00| STANDARD ¥

V| Vare 1906-S | ATHEN Skuffemodul 4.00(STK ¥ 500.00 0.00| STANDARD ¥

V| vare 1920-S | ANTWERPEN Konfer¢ 1.00|STK ¥ 1,250.00 0.00| STANDARD ¥

To add a new line, click New above the invoice lines and fill in the fields with
the appropriate values from the vendor's invoice:

Approver — enter the name of the employee responsible

for approval of the line.
Type — select the type of purchase on the line.

Item/Account — enter the number of the item, account,

fixed asset, or item charge that is being purchased.
Description — enter a description, if necessary.

You can enter up to 20 characters.

Qty — enter the purchase quantity.

For lines of type , enter

Unit — enter the appropriate unit of measure code
Price — enter the appropriate purchase price.

VAT Code — select the VAT percent that applies to the
amount on the line, if any.

Disc.% — specify the discount to be applied to the line
amount, if any.

VAT - this field is not-editable and filled in automatical
when you specify the price, discount, and VAT code on
line.

Amount — this field is not editable and is filled in

ly
the

automatically when you specify the price, discount, and VAT

code on the line.
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To match invoice line with existing purchase order line, click Purchase Line

Type

button and select an appropriate line from the list. This action would
establish a link between an invoice line and purchase order line.

Job Task Qty Unit Price Disc.% VAT Code VAT Amount

Item/Account

Description1

Description2 Job Job Task Ordered| Received| Invoiced| Matched| Price| Disc.%| VAT Code Pos

To remove a line, click it and then click Delete.

You can view totals on the purchase order lines in the VAT, Total, and
Total+VAT fields.

When registering an expense invoice, you need to enter the needed lines

manually by filling in the following fields:

Approver — enter the name of the employee responsible
for approval of the line.

On the first line that is inserted automatically, this field is
filled in with the name of the salesperson specified in the
Purchaser field on the invoice header.

Type — you can enter lines of type and .
Item/Account — enter the number of the account or fixed
asset to which the amount on the line must be posted.
Description — enter a description, if necessary.

You can enter up to 20 characters.

Qty. — enter

Price — enter the amount to be invoiced.

VAT Code — select the VAT percent that applies to the
amount on the line, if any.

Disc.% — specify the discount to be applied to the line
amount, if any.

VAT - this field is not-editable and filled in automatically
when you specify the price, discount and VAT code on the
line.

Amount — this field is not editable and is filled in
automatically when you specify the price, discount, and VAT
code on the line.
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Vendor Fabrikam, Inc, 50000/ &  Inv. Disc. 0.00 PO No Currency DKK Y | Company CRONUS Danmar ¥
Inv. No 123321 Total 2,000.00 CVR Vend. VAT INDENLANDS ¥ Group OMK v
Inv. Date i | VAT 500.00| DueDate  (4/30/2020 B Ppayment LM - Indevaerend ¥ | Doc.Type | Expense v
Amount 2000.00 Total+VAT 2,500.00, Posting 4/28/2020 Bl Disc% 0.00, Template v
Purchaser  |aqoolaadm, i:0#.flbct Payment type v Paym. ID Incl. VAT
Bank Bank Branch No
Requisition
1 e Delete Split e edim L ote
Lock
Approver Type Item/Account Description Price] VAT Code VAT Total (5
aqoolaadm, i:0%.f|t| Finans ¥ |01200 | Fragt 800.00| VAT25SERV ¥ v
aqoolaadm, i:0%f|t| Finans ¥ (01020 | Salg af vare og ydel: 1,200.00| VAT25SERV ¥ \Z
»

Remove Request Send Save Undo

To add a new line, press CTRL+SHIFT+L and fill in the fields as appropriate.
To remove an added line, click it and press CTRL+SHIFT+R.

To split a line, change the price on the expense invoice line and press
CTRL+SHIFT+C — this will create a line with the difference between the
primary and updated prices.

You can view totals on the expense invoice lines in the VAT, Amount, and
Total+VAT fields.

Similarly, to registering an expense invoice, you need to enter the needed
purchase credit memo lines manually by filling in the following fields:

Approver — enter the name of the employee responsible
for approval of the line.

On the first line that is inserted automatically, this field is
filled in with the name of the salesperson specified in the
Purchaser field on the invoice header.

Type — select the type of purchase to be returned on the
line.

Item/Account — enter the number of the item, account,
fixed asset, or item charge that is being returned.
Description — enter a description, if necessary.

You can enter up to 20 characters.

Qty. — enter the return quantity.

For lines of type , enter

Price — enter the appropriate return price.

VAT Code — select the VAT percent that applies to the
amount on the line, if any.

Disc.% — specify the discount to be applied to the line
amount, if any.
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VAT - this field is not-editable and filled in automatically
when you specify the price, discount, and VAT code on the
line.

Amount — this field is not editable and is filled in
automatically when you specify the price, discount, and VAT
code on the line.

To add a new line, press CTRL+SHIFT+L and fill in the fields as appropriate.
To remove an added ling, click it and press CTRL+SHIFT+R.

To split a line, change the price on the credit memo line and press
CTRL+SHIFT+C — this will create a line with the difference between the

primary and updated prices.

You can view totals on the credit memo lines in the VAT, Amount, and
Total+VAT fields located under the lines.

Bato0019 I Attach Audit Tra Invoicedim Note

4+ Automatic Zoom 3

Purchase Document - Test wednesday. May 6.
CRONUS Danmark A/S Page 1
ADMIN

Purchase Document: Document Type: Invoice, No.: 107217, Buy-from Vendor

Invoice 107217

Suy-from vendor No. 50000 Eg‘ﬁ-to Customer
suy-from ship-to
=abrikam, Inc. CRONUS Danmark A/S v
Vendor Fabrikam, Inc, 50000 &  Inv. Disc. 0.00, PO No | Currency DKK Y | Company CRONUS Danmar ¥
Inv. No 124321 Total 2,000.00, CVR Vend. VAT INDENLANDS ¥ Group OMK v
Inv. Date 4/28/2020 i VAT 500.00, Due Date 4/30/2020 iz | Payment LM - Indevaerend Y | Doc. Type Expense v
Amount 2000.00 Total+VAT 2,500.00| Posting 4/28/2020 B Disc% 0.00 Template v
Purchaser  agoolaadm, i:0# flbct Payment type v Paym. ID Incl. VAT
Bank Bank Branch No
Requisition
1 New Delete Split Mem
Lock
Approver Type Item/Account Description Price| VAT Code VAT Total (>
aqoolaadm, i:0#f|t| Finans ¥ |01200 | Fragt 800.00| VAT25SERV ¥ 2
aqoolaadm, i:0#f|t| Finans ¥ |01020 | Salg af vare og ydel: 12 VAT25SERV ¥ 2
»
Vi
Remove Request Send Save Undo

Using the buttons above the PDF view of the original invoice and above the
lines section of the document, you can perform the following actions:
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agoola®

Attach files to the document being registered
Track the document workflow by viewing the audit trail.
View or specify dimensions for the document header.
View or specify the registration notes for the invoice

Header and line dimensions will be validated when you click the Send
button, and if mandatory dimensions are not specified, this will be marked
as an error, and the document will not be sent for approval.

Add textual notes to document lines.

It is possible to attach any files to the document being registered, but most
often the feature is used to attach files with additional details and

information related to the invoice.

Vendor Fabrikam, Inc, 50000 &  Inv. Disc. 0.00, PO No Currency DKK Y | Company CRONUS Danmar ¥
Inv. No 124321 Total 2,000.00 CVR Vend. VAT INDENLANDS ¥ Group OMK A
Inv. Date 4/28/2020 iz | VAT 500.000 Due Date 4/30/2020 iz | Payment LM - Indevaerend Y Doc. Type Expense v
Amount 2000.00 Total+VAT 2,500.00| Posting 4/28/2020 .ﬁ Disc.% 0.00f Template v
Purchaser  agoolaadm, i:0#.f|bct Payment type v Paym. ID Incl. VAT
Bank Bank Branch No
Requisition
1 New Delete Split Mem Linedim Line note
Lock
Approver Type Item/Account Description Price| VAT Code VAT Total »)
aqoolaadm, i:0#f|t| Finans ¥ |01200 | Fragt 800.00| VAT25SERV ¥
aqoolaadm, i:0%.f|l| Finans ¥ |01020 | Salg af vare og ydel: 1200.00| VAT25SERV ¥
>
Additional_Note.txt X
Vi
Remove Request Send Save Undo

To view the information about processing of the current document on the
Agoola Workflow web interface, click the Audit Trail button.

The audit trail of a document is a list of workflow stages that the registration
task has already gone through at its current state.

Page 18 of 28



agoola”

3 Working with Documents in Aqoola Workflow

FIGURE 5: AUDIT TRAIL

Audit Trail
Date/Time Event -
[J) 472172020 7:10 PM Ending workflow Workflow Ended
[J) 472172020 7:10 PM Transfer to the accounting system Success
[J 472172020 7:08 PM Ready for postings Success
[J) 472172020 7:08 PM 1:0# flbctestlagoolaadm: Invoice approved. Success Q
[J 472172020 7:07 PM The task was assigned to agoolaadm; Success [B]
[ 472172020 7:07 PM 1:0# flbctestlagoolaadm:Register task solved. Registered Q
[J 472172020 7:05 PM ERP rejected invoice: The General Posting Setup does not exist.
Identification fields and values: Gen. Bus. Posting Failed
Group="UDLAND",Gen. Prod. Posting Group='FRAGT"
[J 47212020 7:03 PM Ready for postings Success
[J 47212020 7:03 PMm i:0# flbctestjagoolaadm: Invoice approved. Success [
[ 472172020 7:02 PM The task was assigned to agoolaadm; Success A
[J 472172020 7:02 PMm i:0# f|bctestlagoolaadm:Register task solved. Registered B
[J 472172020 7:02 PM i:0# flbctestjagoolaadm: Note added Note B
[J 472172020 6:58 PM Task created as A100014 Workflow
Started
4 »
The stages are listed from top to bottom. The list of all possible workflow
stages with their descriptions and the information that supplements each
stage description is presented in the following table.
Workflow Stage (Event) 'Description 'Supplemental Information
Invoice workflow started A registration task is created for the incoming document. Number assigned to the task

This is the initial stage in the document workflow.

Register task solved

The registering user has submitted the document for ID of the registering user
approval.

This stage may repeat if the approver rejects the document,
and the registering user makes corrections and sends the
document for approval again.

Invoice is archived as an error |The registration task has been marked as erroneous. ID of the user who marked

the task as erroneous

Invoice approved

The approver has confirmed correctness of the registered ID of approver
document, and it has been made available for export to Approval comment
Microsoft Dynamics 365 Business Central.

Invoice rejected

The approver has rejected the document, and it has been ID of approver

sent back to the registering user for correction. Rejection comment
This stage may also repeat if the registered document still
contains mistakes after correction.

Invoice on hold The approver has marked the document to be moved on ID of approver
hold
Workflow cancelled The task has been cancelled by a site administrator. ID of the site administrator

who cancelled the task

Writing invoice succeeded

The document has been exported to Microsoft Dynamics 365
Business Central, and an archive entry has been created for
the task.

For more information about the document archive, refer to
the Document Archive topic.
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Ending workflow

System error

Invoice Header Dimens

Dimension
AFDELING

DEBITORGRUPPE

agoola”

The registration or approval task has been deleted after
archiving.
This is the last stage in the document workflow.

The registration or approval task has been deleted due to Technical description of the
program malfunction. error

Purchase orders, expense invoices, and purchase credit memos can have
dimensions assigned to the header and lines during registration.

To view and edit document header dimensions, click the Header Dimensions
button. The list of dimensions that is displayed contains all dimensions
which are set up in the Microsoft Dynamics 365 Business Central database,
with dimension values assigned automatically when you specified the
vendor on the invoice header.

Value Information

-

-
& &«

ADM - Administration

MELLEM - Mellem virksomhed

You can specify a dimension value for a dimension by clicking the Value field
and then selecting the appropriate dimension value from the drop-down list.

To help you assign dimension values properly, supplemental information
about the dimensions (such as whether it is mandatory or optional, or
whether the specified dimension value is blocked by another dimension) is
displayed on the right hand side of the window.

Click OK to save the dimension values or click Close to discard the changes.

You can add textual notes to invoice header of purchase orders, expense
invoices, and purchase credit memos to give any additional information to
the approvers.

To enter a note, click the Note button. In the text box that appears, enter
the note text.
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R
D

Q
(¥
—t
D
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(@)
ot
D

note to gpprover: Invoice contains not received items

Invoice Line Din

Type ltem/Account
Dimension
AFDELING

DEBITORGRUPPE

Deferral template | ¥

agoola®

To view and edit line dimensions, click the needed line and then click the
Line Dimensions button.

Description Price VAT Code VAT Total
Value Information
PROD - Produktion v |
LILLE - Mindre virksomhed v |

OK Close

Invoice Line Note

Line dimensions can be modified in the same way as header dimensions.

You can add textual notes to lines of purchase orders, expense invoices, and
purchase credit memos to give any additional information to the approvers.

To enter a note, select the needed document line and click the Line Note
button. In the text box that appears, enter the note text.

IThe Purchase Order Lines is for test purposes,

OK

O
o
W
m

Click OK to save the note or click Close to discard it.

Page 21 of 28




3 Working with Documents in Agoola Workflow

® o o 0 0 0 0 0 0

agoola®

After you fill in all the necessary document information, you can do the
following with the registration task:

s not valid

Click Send to send the document for approval to the
employee specified as the approver on the document lines.
If any data is entered incorrectly, or some mandatory fields
are missed, the document will not be sent for approval. The
appropriate fields will be marked with a red asterisk, and
the list of data entry errors will be displayed above the
invoice header.

Vendor Fabrikam, Inc, 50000/ &  Inv. Disc. 0.00| PO No Currency DKK Y| Company | CRONUS Danmar ¥
Inv. No * Total 0.00 CVR Vend. VAT INDENLANDS ¥ Group OMK v
Inv. Date G~ xvAT 0.00 Due Date (- = Payment LM - Indevaerend Y | Doc. Type Expense v
Amount 0.00 Total+VAT 0.00 Posting -« Disc% 0.00 Template v
Purchaser Payment type v Paym. ID Incl. VAT
Bank Bank Branch No

Requisition
1 Del fem nedim L

Lock
[ Approver Type Item/Account Description Price] VAT Code VAT Total )
‘ Finans ¥ 0.00 v

Click Approve, if you are set up as a user with approval
rights, to approve the document immediately.

Click Save to close the registration task and save all the
entered information; you can reopen the task later and send
it for approval or edit any information, if necessary.

Click Undo to close the registration task without saving any
entered information and return to the list of registration
tasks.

After inbound documents are registered by the appropriate users, they are
sent for approval by the responsible employee(s).

If you are an approver on the Agoola Workflow web interface, the list of all
documents sent for approval by the users is displayed as tasks under
Approval list. The documents sent for approval specifically to you will be
displayed as tasks under My Approval Tasks.
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%) My Approval Tasks

Approval No.  Vendor Number Status Tome To group Invoice Creditnote
vQuvOvOovo v v v v
Task Number Approved By Currenc Group
2 Q@ < a100021 jorld Importers TEST_13 - DKK OMK
2 9 < at0001 TEST_TEST = DKK oMK
Open Approval and Registration Tasks
Registration (7) Comection (0) Approvel (4 Onhold (0 Ready for posting (0 Up
QR Vendor Invoice Group ~ Status Approver Company Invoice Creditnote
Al V¥ 9O wo [0 3 C v
Approval Tasks
Task Vendor Approved 8 Updated Currency AmountType  Group nv. Date Company
@ O A100021 jorld Importers 1 DKK 475000 Pur  OMK CRONUS Danmark A/S
@ O A100022 Fabrikam, Inc testt Aqgoolaadm 11:09:37 AM DKK 10000 EXp  OMK CRONUS Danmark A/S
@ 9 A100013 Fabrikam, Inc aqoolaadm 11:0 DKK 65000 Pur  OMK CRONUS Danmark A/S
9 @ ar0002 Fabrikam, Inc 123 Aqoolaadm 11:07:35 AM DKK 10000 Ep  OMK 5/7/2020 CRONUS Danmark A/S

The colored circle next to the approval task indicates how close the
document is to the due date:

O —long before due date.

4 — approaching the due date (the period of
proximity is set up by the site administrator and can be, for
example, 3 or 10 days).

O — past the due date.

You can use the Open Approval and Registration Tasks filter pane to filter
approval tasks as well.

To open an approval task, click the & Edit icon next to it.
The difference between an approval task and a registration task is that some

fields on the document header and lines of an approval task are not
editable, and there is an additional pane available on the bottom of the task.
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T A100021

Purchase Document - Test

CRONUS Danmark 4/S

Purchase Document: Document Type: Invoic

Invoice 107218
Suy-from vendor No

Attach

agoola®

Audit Trail nvoicedim

Note Packing Slips

¥ Purchase order found
Vendor Wide World Importer  Inv. Disc 000 PO No 106007 & Currengy DKK v | Company
Inv. No TEST_13 Total 475000 CVR GB555555555  Vend. VAT Group
Inv. Date 5/26/2020 B var 000 DueDate |5/31/2020 i Payment LM - Indeveerend ¥ oc. Type
Amount 4,750.00 Total+VAT 475000 Posting 5/26/2020 B Discx 000 Template
Purchaser  aqoolaadm, i:0%.flbct Payment type Paym. ID Incl. VAT
Bank Bank Branch No
Drop Shipments ¢
e Delete Purchase Lineg Linedim Line note
Lock
Item/Account Description Qty| Unit Price| Disc.%| VAT Code VAT Amount| 5
v |1896-S | ATHEN Skrivebord 200{STK ¥ 750.00 0.00| STANDARD ¥ E]
v |1906-S | ATHEN Skuffemodul 400|STK v 500.00 0.00| STANDARD ¥ B
v |1920-S | ANTWERPEN Konfere 1.00|STK v 1,250.00 0.00| STANDARD ¥ B
>
Next
Hold Message v Hold y.
Remind Approve Reject Save Undo

As an approver, you can do the following with the approval task:

If the information entered by the registering user is correct,
click Approve. The task will be deleted from the list of
approval tasks, and the appropriate document will be ready
for export to Microsoft Dynamics 365 Business Central. An
entry for the approved document will be added to the

document archive.

If the total amount on the document exceeds your approval limit, you will be
required to transfer the task to the next approver. The approval process will

continue until the approver can approve the invoice for the specified

amount.

Moreover, if the approver hierarchy is set up by the SharePoint site
administrator, the name of the next approver will be filled in by default.

If you discover a mistake in the registered document click
Reject and enter a rejection comment (specify a reason of
rejection or point out the mistake(s) that need to be
corrected). The task will be displayed on the Aqoola
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Open Approval and Registration Tasks

agoola®

Workflow web interface under Correction both for you and
for the registering user.

Registration (7) Correction (1) Approval (3) ©On hold (0) Ready for posting (0) Failed (0) Upload PDF
CVR Vendor Invoice Group  Status Purchaser Company 1-1
[All] v/ Qv O v O [All] v Clear

Correction Tasks
Task Description Vendor Number Inv. Date Due Date Currency AmountGroup Updated Company Purchaser
4 Q A100021 ISSUE Wide World TEST_13 5/26/2020 5/31/2020 DKK 475000 OMK 11:12:41 CRONUS Danmark aqoolaadm
- Importers AM A/S
If you want to transfer the approval task to another
approver, specify the name of the approver you want to
send the task to in the Next field. Click the Approve button
and verify that the task remains in the list of approval tasks
and is assigned to another approver.
Vendor Fabrikam, Inc., 50000  Inv. Disc 000 PONo 106006 & Currengy DKK ¥ | Company
Inv. No TEST_TEST Total 65000 CVR Vend. VAT Group
Inv. Date 4/30/2020 EH ovar 0.00 DueDate 4/30/2020 i} Payment LM - Indeveerend ¥ Doc. Type
Amount 500.00 Total+VAT 65000 Posting 4/30/2020 B Discx 000 Template
Purchaser  aqoolaadm, i:0+.floct Payment type Paym. ID Incl. VAT
Bank Bank Branch No
Drop Shipments ¢
New Delete Purchase Lines Linedim Line note
Lock
Type Item/Account Description Qty| Unit Price| Disc.%| VAT Code VAT Amount| 3
/| Vare v |1896-S | ATHEN Skrivebord 1.00{STK ¥ 500.00 0.00| STANDARD ¥ &
Vare ¥ |1900-S | PARIS Gaestestol, sort 1.00{STK ¥ 150.00 0.00| STANDARD v
»
Next Next User
Hold Message v Hold y,
Remind Approve Reject ve Undo

The Aqoola Workflow web interface allows you to keep the history and track
all invoices that were processed by Aqoola. Archive search results are
breaking down by the following categories:

Tasks in workflow — shows documents that are currently in Aqoola and
are either on registration, correction, approval or on hold.

Ready for posting — shows approved documents that are queued for
import and posting in Microsoft Dynamics 365 Business Central

Posted — shows documents that were successfully posted in Microsoft
Dynamics 365 Business Central.

To open the document archive, go to the Archive tab of the web interface.
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Fiter

Supplier Invoice Datef{From/To): 2 e Tsk No:
R Due Date(From/To) = ] Type: (A
Invoice No. Posting Date{From/To): ] = Company: an
Purchase No: Created(From/To): = e} Total(From/To)
Approved By: Archived(From/To) = = Archive status: a0 O Lx
Posted Nor Description: ]
Uploaded manualy:
Value L

nt tasks in workflow - not finally approved
posting

You can use the fields available on the filter pane to view entries for
documents registered for a specific vendor, approved at a specific date or
during a certain date period.

To view archive entries that fall within the filters that you define, click

Search.
If you leave all fields blank, all archive entries will be shown.
Supplier Invoice Date(From/To}: a ] Task No.
R Due Date(From/To): ] @ Type: 1A
Invoice No: Posting Date(From/To): a @ Company: (A1)
Purchase No. Cre fTo): = @ Total(From/To):
Approved By: Ar ol a @ Archive status: 5] a0 Lo ¥
Posted No: Ed
L account Uplonded manualy
Dime Value: v &
g ow o
Vice Word importer et e ow oo o
ome
Fabrikam, Inc. TEST_TEST Pur OMK 106006 DKK.
oM
o
one
%) Ready for posting
Posted
5 Tl =
1001 DKK.

DKK

Each archive entry includes the basic information about the document as
entered by the registering user (such as vendor and invoice number,
currency, total amount, invoice, due dates, etc.), and the link to the initial
file for which the registration task was created.

If the document was marked as erroneous without the user entering any
information, the archive entry includes only the number assigned to the
registration task and the time when the user marked it as erroneous.

To view the registration task details, click the value of the Approval No. field

on the archive entry or the 4 icon. The registration task page opens with
all data entered during registration.
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4 REVIEW OF THE POSTED DOCUMENTS IN MICROSOFT
DYNAMICS 365 BUSINESS CENTRAL

After purchase orders, expense invoices, and purchase credit memos are
registered and approved by the responsible employees on the Aqoola
Workflow web interface, they are sent into Microsoft Dynamics 365
Business Central and posted as appropriate purchase documents.

List of the documents queued for posting could be checked by pushing
“Ready for posting” button.

BROWSE  PAGE

g , Home

@ My Approval Tasks
Approval No.  Vendor Number Status Tome To group Invoice Creditnote 1-0

O WO vwO o v v v v

Open Approval and Registration Tasks

Registration (11 Correction (@ Aporoval (0 Onhoid 0 Ready for postng (1 Faiea () || Upioad POF
Vendor Invoice Group  Status Purchaser Company 1-1
(Al vjeovowo (Al
Ready for posting
Approval No Vendor Number  Type Group PurchaseNo Curreng amount incl. VAT Due Date Finished Created Compan
=] A100018 Fabrikam, Inc. 1002 Cre OMK DKK 50.00 5/31/2020 5/6/2020 11:41:46 AM 5/6/2020 11:37:15 AM CRONUS Danmark A/S

Documents that are approved and ready for posting are listed in this section
of the Agoola Workflow web interface. Every 15 minutes documents are
sent to the Microsoft Dynamics 365 Business Central and are posted
automatically. This means, that no Purchase Document will be created —
only Posted Purchase Document. Posted Purchase Document number could
be checked in the Archive, after Purchase Document is posted into Microsoft
Dynamics 365 Business Central.

G , Home | Archive

Filter

supplier: Invoice Date(From/To): s £ Task No.:
Invoice No. Due Date(From/To): =] | Type: Creditnote
Purchase No.: Posting Date(From/To): @ m Company: [Al}
Approved By: Created(From/Toy ] ] Total(From/To}:
Posted No: Archived(From/To): & e Archive status: Q0 &0 B0 &
G/L account: Description: e
Dimension: v Value: V&
Uploaded manually:
0
@ Current tasks in workflow - not finally approved
-0
¥ Ready for posting =
2
A Posted
Task No. Vendor nvoice No PostedNo | Type PurchaseNo.  Currenq Amount incl. VAT Invoice Date  Due Date Approved Created Compan
0 at00017 Fabrikam, Inc. 1001 109001 Creditnote DKK 5000 5/6/2020 5/6/2020 5/6/2020 11:35:27 AM 5/6/2020 11:23:34 AM CRONUS Danmark A/S

This could be also checked in the Microsoft Dynamics 365 Business Central.
To verify that appropriate Posted Document was created open Microsoft
Dynamics 365 Business Central environment and go to the appropriate
Posted Document page. Using “Filtering Pane” search recently posted
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4 Review of the Posted Documents

document and type enter. If recently Posted Document was created in
Microsoft Dynamics 365 Business Central environment, it will be shown on

the screen.
FIGURE 31: VERYFING OF THE POSTED PRUCHASE DOCUMENT
CRONUS Danmark A/S | Finance Cash Management Sales Purchasing Setup & Extensions intelligent (> | =
Posted Purchase Credit Memos:l All ‘ I‘ ,O 109001 X ‘l il Delete Navigate Print/Send Y = 0© D Y
Bay-from Amount Including Remaming
No. Vendor No. Buy-from Vendor Name Currency Code Due Date Amount VAT Amount | Paid Cancel...
109001 ¢ 50000 Fabrikam, Inc. 5/6/2020 50.00 50.00 -50.00 | No
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