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9 exflow

1.1 Purpose

The purpose of the product is to automate the process of checking a statement from a vendor for a
period against transactions in D365FO and to make sure that the vendor and customer agree on
which trade has occurred during the period.

1.2 Prerequisites for Vendor statement

e Requires ExFlow version 2.15.2 or later.

A subscription to a Marketplace offer must be set up to be able to use the Vendor statement.
Activation and onboarding.

Import method for vendor statement if using ExFlow data capture.

Vendor statement parameters configuration.

1.2.1 Subscription from Marketplace
A subscription to a Marketplace offer must be set up to be able to use the Vendor statement.

The Vendor statement functionality is included in the ExFlow module. You subscribe to the solution
via Microsoft Marketplace and can choose the plan that best suits your needs.

= Microsoft Azure L Search resources, services, and docs (G+/)

Home >

ExFlow Vendor Statements (preview) =

SignUp Software AB

Looking for an existing subscription to this product? View all
>4 ExFlow Vendor Statements (preview) o add o ot

SignUp Software AB | SaaS

Plan
‘ Vendor Statements Trial ~ | W
Overview  Plans + Pricing Usage Information + Support Ratings + Reviews

Vendor Statements in ExFlow allow a simplified approach to managing and reconciling vendor statements. Detailed statements provide a clear overview of your financial
interactions with vendors, helping ensure accuracy in transactions. By facilitating easy identification of discrepancies and payment tracking, ExFlow streamlines the
reconciliation process, saving time and promoting transparent financial practices. Benefit from increased accuracy, reduced errors, and improved vendor relationships, making
your financial management more efficient and effective.

Media

SignUp Software AB Evenemangsgatan 2c Phone: +46 8 567 800 00

Org. nr: 556570-9721 SE-169 79 Solna, Sweden www.signupsoftware.com 3/24



exflow

1.2.2 Activation - Initiate onboarding
ExFlow | Setup | General parameters | Tab; Vendor statement

- Select Initiate, done when you get info message that parameters are initialized.

Finance and Operations ExFlow ) Setup ) General parameters

& [ save Validate license key — Options
@ Standard view
%  General parameters
@ Parameters Vendor statements
Initiate

License information

Web setup
Document chat

PDF Web service

Line item charges
Feature management
System options

I Vendor statements

Finance and Operations ExFlow > Setup > General parameters

@ Parameters are initialized

n & Save  Validate license key =~ Options pe
W Standard view v
o General parameters
Parameters Vendor statements
o ‘ Initiate ‘
a:= License information R
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1.2.3 Menu for ExFlow Core

When installing the new version of ExFlow, a new menu exit “ExFlow core” is added. The ExFlow Core
menu is used to handle the subscription. (This is where you sign up and pay for the new functionality
via Microsoft Marketplace).

Finance and Operations

B Expandall B Collapse all

® Home |
Common

Y Favorites
Subscriptior

® Recent Document statist

B Workspaces Inquiries

&£ Modules Communication log

Accounts payable

Accounts receivable

ExFlow
I ExFlow Core

ExFlow document
integration

1.2.4 Enable Vendor statements
ExFlow | Setup| General parameters | Tab; Feature management

- Enable Vendor statement, after activation a new menu exit for “ExFlow common” will be
visible.

Finance and Operations Exflow ) Setup ) General parameters

& [Elsave Vvalidate license key ~Options  ©

o
Standard view
*«  General parameters
® Parameters Feature management
License information ENABLE GLOBAL FEATURES
= Validate project line quantity
- /i I
Web setup @
Brsimartiaka Override charge dimensions
@ ves
PDF Web service
New calculate approvers
Line item charges @ ves
Match import and run suggest approv.
Feature management
¢ @ ves
System options Disable logic to switch Price include sa..
(J No
Vendor statements
(Preview) ExFlow Automatic invoice co...
@@ e
(Preview) ExFlow financial dimension
© -
New invoice register journal posting
@ v
‘Vendor statement
@ e
Al/ML Service
@ e
ENABLE GLOBAL WEB FEATURES
New Xm serializer
(] No
ENABLE GLOBAL SALES TAX FEATURES
New tax calculation approach
(] No
SignUp Software AB Evenemangsgatan 2c Phone: +46 8 567 800 00
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- The ExFlow Common menu is used to the Vendor statement functionality.

i Finance and Operations

@ Expandall B Collapse all

Home

@
Commeon
¥r  Favorites
Vendor statements
(O Recent

B Workspaces

nd iliation
F=  Modules # Inquiries and reports

Accounts payable Impaort

Accounts receivable mport vendor statement histe

lendor document status
Asset management

Periadic tasks
Audit workbench

Vendor statement
Budgeting

Cash and bank management

Common

Consolidations
Cost accounting Send reconciliation report
Cost management ort vendor statement history datz
Credit and collections Setup

ExFlow AP B
Vendor statments
l ExFlow Common

ExFlow Core fendor statement exception reason

ExFlow document
integration Rules

Expense management Vendor statement matching rules
Fixed assets

General ledger

Human resources

1.2.5 Setup import method for Vendor statement
If you are using ExFlow Data Capture to scan and verify the incoming statements, you need to.

1. Inform Signup Data Capture team to add a separate profile for Vendor statements.

2. Setup the Import method in ExFlow for Vendor statement by choosing the Import document
type “Vendor statement”, with a specific XSLT provided from Signup.
See more information in the document platform of how-to setup different methods.

URL:

ExFlow | Setup | Import methods

= ¢ = Save New Delete  General Options
¢

Standard view

¥ Import setup
Vendor Statements
» (] No Azure blob storage V| | Vendor Statements
Azure storage
.......... X (] N
XSLT transformation
@ v Vstat ® ) No
Document handling
SignUp Software AB Evenemangsgatan 2c Phone: +46 8 567 800 00
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3. Setup batch jobs for the created import method.
ExFlow Common | Periodic tasks | Vendor statement |

- Import vendor statement XML files (Multiple methods).
- Import vendor statement from history.

Finance and Operations

Expand all Bl Collapse all

@ Home
> Common
Yt Favorites v .
> Inquiries and reports
v
O Recent ~ Periodic tasks
Workspaces ~
~ Vendor statement
am
&= Modules ~ Import vendor statement XML files
(Multiple methods)
Accounts payable
Import vendor statement from file 3
Accounts receivable
Import vendor statements from *
Asset management history
Send reconciliation report
ExFlow Import vendor statement history data
clean-up
I ExFlow Common
> Setup
ExFlow Core

1.2.6 Set old transactions as “Fully reconciled”
ExFlow Common | Inquiries and reports | Vendor document status

The “Vendor document status” form shows transactions from the data source for vendor and
payments. The users can manually set the older transactions as “set as fully reconciled” or “set as not
reconciled”.

Finance and Operations x mmon  » Inquiries and reports »*  Vendor document status

Set as fully reconciled  Set as not reconciled | Options

@ Vendor document status

#%  Standard view - \

® List

B Vendor account Voucher Date Invoice Doc... Descr... Fully recenciled  Amountintra... Curre... Amount

[= I us-102 PIV-110000000 2015-11-30 AP-0001 v 293 725,77 USD 29372577
CN-001 PIV-110000001 2015-11-30 AP-0002 v 40 446,00 USD 40 446,00
Us-101 PIV-110000002 2015-11-30 AP-0003 N 203 849,87 UsSD 203 849,87
CN-001 PIV-110000003 2015-11-30 AP-0004 v 1820 000,00 USD 1820 000,00
JP-001 PIV-110000004 2015-11-30 AP-0005 v 48 961,67 USD 48 961,67
us-102 PIV-110000005 2015-11-30 AP-0006 v 6672791 USD 66 72791
CN-001 PIV-1 2015-11-30 AP-0007 v 2524500 USD 25 245,00

Set as fully reconciled Set the selected vendor transactions and payments for the specific

period as fully reconciled, transactions will then not come up in the
reconciliation form as open transactions to match against.

Set as fully reconciled Set the selected vendor transactions and payments for the specific
period as NOT fully reconciled, transactions will come up in the
reconciliation form as open transactions to match against.

SignUp Software AB Evenemangsgatan 2c Phone: +46 8 567 800 00
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1.3 Setup parameters

1.3.1 Vendor statement parameters — global settings
ExFlow Common | Setup | Vendor statements | Vendor statement parameters

- Set the parameters that suit your company and installation.

Import

Finance and Operations ExFlow Common > Setup > Vendor statments > Vendor statement parameters

< [E save Options pe

@ Standard view v
%  ExFlow Vendor statement parameters
O l Import Import settings
Vendor reconciliation
s Import parameters
o Number sequences
IMPORT Identify Vendor rules set
Automatic vendor reconciliation Enable batch import for scanned vend... Rule1 v
@ N \ '
. B . &/ No Validate vendor statement after creation
Automatic email on reconciliation L
@ ) No
Enable batch import for scanned vendor Scanned vendor statements from EDC will be imported by batch job
statements setup.
Identify vendor rules set Rules can be selected which are created in Vendor Statement
identify Vendor rules form in ExFlow Common — Setup — Rules
Vendor statement identify Vendor rules, when rules are created it
can be selected in import setting.
Validate vendor statement after creation when checked ExFlow will validate statement after creation and
import.
SignUp Software AB Evenemangsgatan 2c Phone: +46 8 567 800 00
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Vendor reconciliation

Finance and Operations ExFlow Common > Setup > Vendor statments > Vendor statement parameters

< [F save oOptions P

Standard view v

&
%  ExFlow Vendor statement parameters
®

Import Vendor reconciliation settings
Vendor reconciliation
o Reconciliation parameters
B==
Number sequences
RECONCILIATION REPORT
Automatic vendor reconciliation Require workflow approval Reconciliation email template id
@® ) No ExflowNot v
Automatic email on reconciliation ; §
Automatically send reconciliation report
® ) No
Require workflow approval If workflow is required for posting of statements.
Reconciliation email template id Id for the email template setup for notifications.
Automatically send reconciliation report If enabled, reconciliation report will be sent automatically to

vendor.

Number sequences
Create the number sequence for Vendor statements by using the number sequence wizard.
- Organization administration — Number sequences — Number sequences.
- Navigate to Exflow Common — Setup — Vendor Statements — Vendor statement parameters.

Finance and Operations

Standard view ™

%  ExFlow Vendor statement parameters

Set up number sequences for ExFlow Vendor statement documents

IM. mber sequences Vendor stats: Acco_1 is 5 the Vendor statement number generator in ExFlaw. The reference is used in ExFlow when unique Vendor statement numbers are generated,

 number ge

tion number generator in ExFlow. Ths w when unigue Vendor reconciliation nu

Vendor statement number The reference is used in ExFlow when unique Vendor statement
numbers are generated.

Vendor reconciliation voucher number The reference is used in ExFlow when unique Vendor reconciliation
voucher numbers are generated.

Vendor reconciliation ID The reference is used in ExFlow when unique Vendor reconciliation

numbers are generated.

SignUp Software AB Evenemangsgatan 2c Phone: +46 8 567 800 00

Org. nr: 556570-9721 SE-169 79 Solna, Sweden www.signupsoftware.com /24



exflow

Automatic vendor reconciliation parameters

Finance and Operations ExFlow Common > Setup > Vendor statments > Vendor statement parameters

< [Esave Options pe

@ Standard view ™
%  ExFlow Vendor statement parameters
O Import Automatic vendor reconciliation settings
L

Vendor reconciliation + Addline T Remove

B Number sequences S Account code T Account relstion Matching rule set
I Automatic vendor reconciliation Table Us-110 Rulef
All v Rule1 v

Automatic email on reconciliation
Add line Add new line
Remove Remove the marked line
Account code For automatic vendor reconciliation select Table for specific vendor, group for vendor group or

all vendors.

Account relation Select the vendor or vendor group to apply.
Matching rule set Select the rule to apply for the automatic reconciliation.

Automatic email on reconciliation settings
Select account code and account relation to automatically send out e-mail to vendor with the
reconciliation report.

Finance and Operations ExFlow Common > Setup > Vendor statments > Vendor statement parameters

< [ save oOptions O

o Standard view v
%  ExFlow Vendor statement parameters
® Import Automatic email on reconciliation settings
o
Vendor reconciliation + Addline [i] Remove
. Number SEgEnEEE S Account code T Account relation
Automatic vendor reconciliation Table v US-110 e
Group 20
I Automatic email on reconciliation
All
Add line Add new line
Remove Remove the marked line
Account code For automatic email sending, select Table for specific vendor, group for vendor group or all
vendors.
Account relation Select the vendor or vendor group to apply
SignUp Software AB Evenemangsgatan 2c Phone: +46 8 567 800 00
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1.3.2 Vendor statement exception reason codes
ExFlow Common | Setup | Vendor Statements | Vendor Statement exception reason codes

Reasons codes available for the vendor statement exception report, like customer reason codes. The

Reason codes support translations for multiple languages.

Finance and Operations ExFlow Common > Setup > Vendor statments > Vendor statement exception reason codes

= < [Esave | New [i] Delete Translations Options 2

o Vendor statement exception reason codes
%  Standard view -
® fe
S Reason code |  Default comment
2 | LATE Invoice late
LOST Invoice/paym lost in mail
Error Correction of data entry error
Save Save the settings
New Add new line
Delete Delete the marked line
Translations Translations for multiple languages
Reason code Add reason code
Default comment Description of the reason code

1.3.3 Vendor statement matching rules
ExFlow common | Setup | Rules | Vendor Statement matching rules

Allows you to define the matching rules that shall be used as well as setting up multiple rules set for

different matching scenarios.

Basic criteria’s

“Match amount” including allowed amount difference.
“Match open balance” includes allowed amount difference.
“Match posting date” includes allows date difference.
“Match invoice date” includes allowed date difference.

Additional criteria
Allows to add criteria which are not included in basic criteria.

(optional) Select the statement lines to run matching rules against

Add [i] Remove

S Field Operator Value
Currency Vo= v UsSD
Reason code Contains LOST

SignUp Software AB Evenemangsgatan 2c Phone: +46 8 567 800 00
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Standard view

Vendor statement matching rules

2

Harme Action

invoice number

invoice number Match vendor statement Yes
Rule 2 Define the matching rule
Rule 3 ©
Basic cRITERIA
Rule 4 \ Allowed ame
Rule1
0,00
Allow sitor
0
@
ADDITIONAL CHUTERIA
Vendor trans ieki Gporator vakie Statemant fild

(optional) Select the statement lines to run matching rules against

1.3.4 Vendor statement matching rules set
ExFlow Common | Setup | Rules | Vendor Statement matching rule set

Allow you the setup in what order rules should be triggered as well as setting up multiple rules set
for different matching scenarios.

Finance and Operations ExFlow Common > Setup > Rules > Vendor statement matching rule set

< = & Edit £ New il Delete Options

@ Standard view
* Vendor statement matching rule set
0 Rule1 Matching rule set Name
Vendor match rules Rule1 Vendor match rules
= Matching rules
+ Add il Remove “T*Up <l Down
Active Matching rule Name
v invoice number invoice number
v Rule 2 Rule 2 Match amount
Rule 3 Rule 3 Match open balance
Rule 4 Rule 4 posting date
Rule1 Rule
SignUp Software AB Evenemangsgatan 2c Phone: +46 8 567 800 00
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1.3.5 Vendor Statement identify Vendor rules
ExFlow Common | Setup | Rules | Vendor Statement identify Vendor rules

The purpose is to find the correct vendor for the statement record based on data in the statement
file.

Vendors statement identify Vendor rules are used to make vendor rules on which statements can be
matched. “Match Org number”, “Match VAT number”, “Match name” and “Match Email address” are
in the basic criteria.

Additional criteria
The additional criteria can be customized with vendors fields (vendtable), values and Statement
fields.

If using ExFlow data capture below vendor fields is capture in import statement fields;
Vendor account = Identifier 1
Account number = identifier 2

ADDITIONAL CRITERIA

‘Z) Vendor fields Operator Value Statement fields

| () Vendor account - dentifiert

Finance and Operations ExFlow Common » Setup » Rules »» Vendor Statement identify Vendor rules

€ = -New [i] Delete Deactivate Options

@ Standard view v
Yo Vendor Statement identify Vendor rules
@ Rule 2 Matching rule Name Action Active
Rule2 Rule 2 Rule2 Match vendor Yes
- Rule 3 Define the matching rule
= Rule3
Search match
Rule 4 @ -
Rule4
BASIC CRITERIA
Rulel
Rulel Match Org
number
Match Vat number
Match Name
Match Email
address
ADDITIONAL CRITERIA
Vendor fields Operator Value Statement fields
Bank account = Identifier2
Vendor account = Identifier1
SignUp Software AB Evenemangsgatan 2c Phone: +46 8 567 800 00
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1.3.6 Vendor statement identify Vendor rules set
ExFlow Common | Setup | Rules | Vendor Statement identify Vendor rules set

Allows to setup multiple rules set for different vendor matching scenarios and in what order rules
should be triggered.

Finance and Operations ExFlow Common > Setup > Rules > Vendor Statement identify Vendor rules set

& = & Edit  + New ] Delete Options b

o Standard view v
0 c g
Y | Vendor Statement identify Vendor rules set
@ Rulel Matching rule set Name
Rule1 Rule1 Rule1
o— Rule2 Matching rules
8= Rule2
-+ Add fi] Remove I Up <l Down
‘\7) Active Matching rule Name
O v Rule1 Rule1
SignUp Software AB Evenemangsgatan 2c Phone: +46 8 567 800 00
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1.4 Description of the functionality

1.4.1 Vendor statement form
ExFlow Common| Common| Vendor statements| Vendor statement

Vendor statement form has four statuses: Open, Validated, Reconciled and posted.
Allows users to view details of vendor statements including date period, vendor, and Statement ID
which when clicked gives more information about statement.

Please note that in this process “from-date” is optional since the vendor should send all open items
regardless of age but some vendor will send with from date and the end date/Cut-off date need to
be unique per vendor.

When the statement is created, if it comes from the staging table the “original” file should be
attached using the document handler.

The main idea is to have the statement being created by the batch job. But users can also use
“import statement” function to import statements manually.

Finance and Operations ExFlow Common ) Common > Vendorstatements ) Vendor statement

- & ZEdit T New Import statement  Reopen Options e

® Vendor statement

¥ Standard view -

© ]

\7 ) Status Statement ID Vendor account Name Currency From date To date Opening balance Ending balance Posted

. | (O Validated ICPR-000000448  USMF-11 USMF-11Z USD 2024-01-01  2024-09-30 0,00 256,33
Matched ICPF 55 USMF-4 IDEAL ELE.. USD 2022-10-01  2022-12-31 0,00 1501,08
Open ICPR-C USMF-8 USMF-8 C... USD 2024-01-01  2024-07-30 0,00 205748
Reconciled  ICPR-000000449  USMF-9 USMF-3 C... USD 2024-01-31 0,00 188298 v

Edit To edit the statement lines

Save Save the settings

New Add new line

Delete Delete the marked line

Import statement Manually import statement file

Reopen Reopens statements in status validated, posted statements cannot be reopened

Validate Before a statement can be reconciled it must be validated. Validates that the account matches

a vendor in the legal entity, currency, from date and to date and the rules from vendor rules
set. To/end date needs to be unique per statement and vendor.

Post The statement needs to be reconciled to be posted. If vendor transaction is fully paid the
posting sets the transactions as fully reconciled. When statement is posted buttons for reopen
and validate is greyed out.

Status Shows the settlement matching status

Statement ID Statement Id

Vendor account Vendor account

Name Vendor name

Currency Currency of the statement

From date Statement from date

To date Statement cut-off date, needs to be unique per vendor account
Opening balance Opening balance per vendor

Ending balance Ending balance per vendor

Posted Ticked if statement is posted

SignUp Software AB Evenemangsgatan 2c Phone: +46 8 567 800 00
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Finance and Operations

Save T Mew Delete  Import statement Validate Options
]
ver er Standard view
*  USMF-8
(CI R
-]
B= Vendor statement
dor account Status PERIOD BALANCES NET Total lines
Open Opening balance Net smourt 3
MNase 205748 ey
USMF-8 Castle usD
Vendor statement lines
’:j Invoice date Involce number Amaunt Pald amount Amount due Currency Due d... Description Reconciled
2024-01-01 B Opening balance 167638 000 167638 UsD B Difference O
2024-01-30 BES,66 usD Payment on Invaice
2024-01-30 609,62 381,10 UsD Payment on Inv
0.00
0,00 Rob Hopki
0,00 Jonathan H.
From date Statements from date
To date Statements to date
Opening balance Calculated from previous statements closing balance, if difference from imported amount for
opening balance a new statement line is created for the difference amount.
If the opening balance is empty from file - previous statements closing balance is set.
Ending balance If closing balance amount from file - the amount from file is set.
If blank from file — calculates opening + NET amount = Ending/closing balance.
Net amount Calculated from statement lines, includes the difference for opening balance.
SignUp Software AB Evenemangsgatan 2c Phone: +46 8 567 800 00
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1.4.2 Vendor reconciliation form
ExFlow Common | Common | Vendor statements | Vendor reconciliation

Shows the reconciliations connected to the statement. It can be filtered and show: Open statements,
Reconciliated statements or All. Only one vendor account can be selected.

> Vendor reconciliation

Finance and Operations

¢ Edit New Worksheet Print reconciliation statement  Send reconciliation report  Options
o Vendor reconciliation
#  Standard view -
o Show Vendor account
All ~ ~ Show user-created only
Overview Genera Blocking  History
Vendor acco... Reconcile ID Descrip... Currency Statement ID Cut-off date Last statement ID Ending balance Total amount Reconciled In use Status
USMF-5 ICPR-000000243 Leeds... USD ICPR-000000242 2024-03-20 ICPR-000000242 73 490,56 1827419 v Draft
USMF-5 ICPR-000000226 Leeds.. USD ICPR-000000225 2024-03-15 ICPR-000000225 55 216,37 53582 v Draft
USMF-1 ICPR-000000221 NZ Sa.. USD ICPR-000000220 2024-03-12 ICPR-000000220 2311,09 556,09 Draft
USMF-5 ICPR-000000223 Leeds. uso ICPR-000000222 2024-03-10 ICPR-000000222 54 680,55 2154688 Draft
USMF-1 ICPR-000000219 NZ Sa.. USD ICPR-000000218 2024-03-10 ICPR-000000218 1 755,00 175500 « Draft
USMF-5 ICPR-000000217 Leeds.. USD ICPR-000000216 2024-03-07 ICPR-000000216 3313367 1897522 v Draft
USMF-4 ICPR-000000251 DEAL... UsSD ICPR-000000250 2024-02-15 ICPR-000000250 2 995,36 75424 Draft
USMF-4 ICPR-000000246 DEAL.. USD ICPR-000000245 2024-02-12 ICPR-000000245 224112 224112 v Draft
USMF-5 ICPR-000000215 Leeds... USD ICPR-000000214 2024-02-07 ICPR-000000214 1415845 1415845 Draft

Finance and Operations

ICPR-000000219: Cut off date: 2024-03-10 Vend: NZ

Unmatched transactions

VENDOR STATEMENT TRANSACTIONS

Matched transactions

VENDOR STATEMENT TRANSACTIONS

Edit

Save

New

Delete

Worksheet

Mark as reconciled

Print reconciliation

Send reconciliation report

Show statement file

SignUp Software AB
Org. nr: 556570-9721

wport  Show statement fle  Options « @

USMF-1 Currency: USD

VENDOR TRANSACTIONS

Total

VENDOR TRANSACTIONS.

To manually pick up a statement to reconcile

Save the manual changes

Add new line to manually create reconciliation worksheet and connect the statement
Delete the marked line

Reconciliation worksheet, to reconcile statement lines against vendor transactions
To mark the reconciliation as reconciled and done

To print the exception report for the reconciliation

Creates an email to the email defined on the statement or the vendors primary email
if no email is defined on the vendor statement.

Shows the statement image that is imported and attached to the Xml file.

Phone: +46 8 567 800 00
www.signupsoftware.com

Evenemangsgatan 2c
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Vendor statement transactions
Vendor transactions

Matched transactions

Vendor transactions

Match

Unmatch

Unmatch all

Change view of matched

exflow

Imported vendor statement lines.

Open vendor transactions

Statements lines that are match against the open vendor transactions.

If you mark the match transaction on the left side the right side shows the vendor
transaction that is match against the statement line.

Manually match the transactions

Unmatch the marked transaction

Unmatch all the transactions

Change the order of matched transactions views.

transactions

1.5 Step by Step process

1.5.1 Import Vendor statement methods
1. Scan and verify the statement in Exflow Data Capture or manually upload the xml or csv
file, see below step 2.
a. Mandatory fields
i. Invoice number — If blank from EDC, Edc is adding “no value” in the xslt.
ii. Amount — Needs to be higher than 0.
iii. To date - need to be unique per vendor.
b. Run the batch jobs for Import vendor statement XML files and then the job for
Import vendor statement from history.
c. Go tothe Vendor statement form and make sure that the statement is imported
and matchings rules are run.
When automation option is enabled, statement will end up in the “Vendor statement”
form. ExFlow — Common — Vendor statements — Vendor statement.

2. If you manually import statement files, navigate to ExFlow Common — Periodic tasks —
Import vendor statement from file.

ExFlow: Import Vendor statements

Parameters o
IMPORT Statement format
Import statement for multiple vendor ... | Csv N |

® ) '

.— No Vendor statement file import
Vendor account | | ‘ Browse |

Us-108 hd —
) ) | Cancel ‘

AUTOMATION OPTIONS

Reconcile after import

@® ) no

a. Dialog allows to select “Statement format” select CSV or XML.

Import statement for multiple vendor accounts: allows to import from multiple vendor
accounts.

Vendor account: drop-down list to select a specific vendor account.

Vendor statement file import: to upload vendors statement from file.

Phone: +46 8 567 800 00
www.signupsoftware.com
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1.5.2

a

™ oo

SignUp Software AB Evenemangsgatan 2c Phone: +46 8 567 800 00

exflow

Automation options: “Reconcile after import” enable or disable allows system to
validate vendor statements and create a new vendor reconciliation and worksheet
automatically, runs matching rules and validation when statement is uploaded.

b. Select Vendor statement file to import, press upload and OK.

c. Notification that Operation is completed.

d. If automation option is disabled statement will be in the “Import vendor statement
history” form. And you need to import it manually and after import validate the
statement.

ExFlow Common — Inquiries and reports — Import — Import vendor statement
history.

When automation option is enabled, statement will end up in the “Vendor statement” form.
ExFlow — Common — Vendor statements — Vendor statement.

Note: Same dialog can be reached in Vendor statement form, by clicking Import statement.

Reconciliation of the Statement
Navigate to ExFlow Common — Common — Vendor statement — Vendor reconciliation.

If you selected the automation “option reconciled after import”, the statement will be
created and validated and end up in the “Vendor statement” form. (ExFlow — Common —
Vendor statements — Vendor statement). And the reconciliation form will be automatically
created and the matching rules will be run (ExFlow — Common — Vendor statements — Vendor
Reconciliation.) Continue from below step f.

If you manually imported the statement, you need to create a reconciliation line and pick up
the statement; select “New”, and follow below steps c - e.

Select the “Vendor account” on the line.

Press “Save”.

“Last statement ID” will be picked up automatically on the line.

On the action panel select “Worksheet”. Worksheet is where reconciliation happens.

In the Worksheet press “Run matching rules” to run matching rules, dialog will open to run
the batch job. Notification with number of statement lines will be displayed which were
matched according to matching rules.

If you have imported the opening balance

Opening balance is calculated from previous statements closing balance, if difference from
imported amount for opening balance a new statement line is created for the difference
amount. This line cannot be automatically matched and needs to be manually handled to
find the right vendor transactions to match against.

If the opening balance is empty from file - previous statements closing balance is set.
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Finance and Operations

onciliation report  Show statement e Options

Vendor reconciliation worksheet \

ICPR-000000256: Cut off date: 2024-02-13 Vend: Ter USMF-2 Currency: USD

Unmatched transactions

VENOGR STATEMENT TRANSACTIONS VENDOR TRANSACTIONS

Matched tran:

VINOOR STATEMENT TRANSACTIONS VINDOR TRANSACTIONS

fr— st P s

Finance and Operations ExFlow Common » Common ) Ve

(D 0 statement lines have been matched according to matching rule Rule 3

(0] & Esave Run matching rules  Mark as reconciled  Print reconciliation statement  Send reconciliation report  Show statement file  Options

w ICPR-000000256 : USMF-2 | Standard view

®  Vendor reconciliation worksheet

] ICPR-000000256: Cut off date: 2024-02-13 Vend: Ter NZ Ltd. USMF-2 Currency: USD

E Unmatched transactions

h. When the matching is run, and the statement lines are matched against the vendor

transactions, select “Mark as reconciled” to close the reconciliation.
If some of the lines are not matched, you can manually match the lines to vendor transactions
by manually marking them as matched. Or if not, a vendor transaction is found the
unmatched statement line will appear in the reconciliation statement report for exceptions.
If needed, you can Unmatch the transactions by marking the records and select the
“Unmatch” button.

SignUp Software AB Evenemangsgatan 2c Phone: +46 8 567 800 00
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9 exflow

ing rule

PR 256 USMF-2 | 3

Vendor reconciliation worksheet

ICPR-000000256: Cut off date: 2024-02-13 Vend: NZ Ltd. USMF-2'

Unmatched transactions

VENDOR STATEMENT TRANSACTIONS.

Matched transactions

VENDOR STATEMENT TRANSACTIONS.

VENDOR TRANSACTIONS

Total

VENDOR TRANSACTIONS.

oate

Total

i.  When the reconciliation is marked as reconciled, the status will be changed and column

“Reconciled” will be ticked.

Finance and Operations

mmon > Common )

& ZEdit T New Worksheet Print reconciliation statement ~ Send reconciliation report ~ Options
@ Vendor reconciliation
%  Standard view -
© Show Vendor account
Open v ~ Show user-created only
Overview General Blocking History
Vendor acco... Reconcile ID Descrip... Currency ~Statement ID Cut-off date Last statement ID Ending balance  Total amount| Reconciled ¥ In use Status
USMF-2 ICPR-000000256 Terra l... USD ICPR-000000255 2024-02-13 ICPR-000000255 1934,85 193485 v Draft
SignUp Software AB Evenemangsgatan 2c Phone: +46 8 567 800 00

Org. nr: 556570-9721

SE-169 79 Solna, Sweden
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exflow

1.5.3 Print the Vendor reconciliation report

When the reconciliation is marked as reconciled, the reconciliation report showing the exceptions is
ready to be sent back to the vendor. In the Vendor reconciliation form, in the action panel select the
“Print reconciliation statement”, the reconciliation report will be generated and from here you can
manually print the report or export it in formats as PDF, Excel, word, CSV, XML, HTML or TIFF.

Finance and Operations

Export ™ Use Network Printer

@ FDF
@ 1ot

Options

Vendor statement ending balance
Unreconciled amount

Vendor statement ending date
Company ending balance
Unreconciled amount

Vendor statement ending balance
Unreconciled amount

Vendor statement ending date
Company ending balance
Unposted amount

Unreconciled amount

Vendor unreconciled details

SignUp Software AB
Org. nr: 556570-9721

— 4 | AdomatcZoom

Vendor reconciliation - Terra Industrial NZ Ltd.

Account number:  USMF-2 Page No.: 1

Currency: uso User: Maria Ahiholm
Period: 2024-02-13
Last reconciliation
Vendor statement ending 0.00 Company ending batance: 0.00
balance
Unreconciled amount: 0.00 Unreconciled amount 0.00
Vendor statement ending date:
This reconciliation:
Vendor statement ending 1,834.85 Company ending balance: -1,867.77
balance:
Unposted amount 412687.93
Unreconciled amount 0.00 Unreconciled amount 410,753.08

Vendor statement ending date: 211372024

Details:

Transactiontype  Date Reference Reason

code  worksheets

Amount

Vendor unreconciled details:
Vendor
2712024
21112024

5101859093
5101880000

42687 0
254370 0

Ending balance from the previous reconciled statement

Total amount of unmatched transactions from previous reconciled statement.
End date on the previous reconciled statement.

Ending balance, open transactions for the vendor.

Total amount of unmatched transactions for the vendor.

Ending balance for the actual statement.

Total amount of unmatched transactions for the statement.

Cut-off date for the statement.

New ending balance, open transactions for the vendor.

Total amount of unposted transactions for the vendor. Amount is changed when
statement is posted.

Total amount of unmatched transactions for the vendor.

Specification of the vendor transactions that is not yet matched against any
statement.

Phone: +46 8 567 800 00
www.signupsoftware.com

Evenemangsgatan 2c

SE-169 79 Solna, Sweden 22/ 24



9 exflow

1.5.3.1 Send the reconciliation report as email

Reconciliation report can be sent via e-mail, select button “Send reconciliation report” in Vendor
reconciliation form. You can also be setup and run as batch job from ExFlow common — Periodic tasks
— Vendor statement — Send reconciliation report.

The functionality creates an email, addressed to the email defined on the statement or the vendors
primary email address if no email is defined on the vendor statement.

ExFlow: Send reconciliation report

Records to include
v Filter

VENDOR RECONCILIATION JOURNAL
Email status

Ready to send

Run in the background

: Send reconciliation report

Batch group

Private

( ] No
Critical Job
( ] No
Undefined ~
Start date: 2024-02-13 (13:48:50) (GMT+01:00) Amsterclam, Berlin, Bern, Rome, Stockholm, Vienna
SignUp Software AB Evenemangsgatan 2c Phone: +46 8 567 800 00

Org. nr: 556570-9721 SE-169 79 Solna, Sweden www.signupsoftware.com 23/24



exflow

1.5.4 Post the statement

ExFlow Common | Common | Vendor Statements| Vendor statement

To close the reconciliation work for the statement and end the process, you need to after
reconciliation is done go back to the statement and post it.

When a statement is posted, will the vendor transactions that are part of the reconciliation of the
statement and fully paid (0 amount remaining) be marked as reconciled using the new tag in
vendtrans, tab settlement.

1. Navigate to the Vendor statement.
2. Mark the statement you want to post, select “Post”. The statement will now be ticked as
posted in the column for “Posted”. And buttons for Reopen and Validate will be greyed out.

The process is now complete and the vendor transaction if it is fully paid will be marked as “Fully
reconciled. If the vendor transaction is not paid it will be open for matching for the next statement
for vendor until the transaction is paid.

Finance and Operations ExFlow Common ) Common > Vendor statements > Vendor statement

< & Edit  + New Import statement  Reopen  Validate Options

@ Vendor statement

*  Standard view * -

®

Status Statement ID Vendor account ¥ Curre... From date To date Opening balance Ending balance Posted

e | Validated ICPR-000000255 USMEF-2 UsSD  2024-02-01 2024-02-13 0,00 1934,85
Reconciled ICPR-000000214 USMEF-5 usb  2022-11-27 2024-02-07 33133,67 1415845 v
Reconciled ICPR-000000216 USMF-5 usb  2022-12-07 2024-03-07 14 158,45 3313367 v
Reconciled ICPR-000000222 USMF-5 uUsD  2024-01-01 2024-03-10 33 133,67 54 680,55 v

Z Edit Voucher Viewsetements Settlement  Paidbychecks  Original document Open details  Promissory note  Reverse *  Vendor 1099 transactions  Inquiry ~  Project Cash flow forecasts  ExFlow ™ Options

Vendor transactions | USME-2:

%  Standard view * -

SETTLEMENT SETTLEMENT STATUS

544,94
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