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1 Vendor statement 

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 
• 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.  
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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. 
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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). 
 

 

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. 
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- The ExFlow Common menu is used to the Vendor statement functionality. 
 

 

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: https://docs.exflow.cloud/finance-operations/docs/user-manual/import-
methods/import-methods-overview 

ExFlow | Setup | Import methods 

 

https://docs.exflow.cloud/finance-operations/docs/user-manual/import-methods/import-methods-overview
https://docs.exflow.cloud/finance-operations/docs/user-manual/import-methods/import-methods-overview
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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. 

 

 
 

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”. 
 

 
 

Button Description 

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. 
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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  
 

 
 

Field Description 

Enable batch import for scanned vendor 
statements 

Scanned vendor statements from EDC will be imported by batch job 
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. 
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Vendor reconciliation 
 

 
 

Field Description 

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. 

 

 

Field Description 

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. 
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Automatic vendor reconciliation parameters 

 

Field Description 

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. 
 

 

Field Description 

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 
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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. 
 

 

Field Description 

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. 
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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.  
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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 
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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. 
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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. 

 

Field Description 

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 
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Field Description 

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. 
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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. 

 

 

Fields – Reconciliation form Description 

Edit  To manually pick up a statement to reconcile 

Save Save the manual changes 

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

Delete Delete the marked line 

Worksheet Reconciliation worksheet, to reconcile statement lines against vendor transactions 

Mark as reconciled To mark the reconciliation as reconciled and done 

Print reconciliation To print the exception report for the reconciliation 

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

Show statement file Shows the statement image that is imported and attached to the Xml file. 
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Fields – Worksheet Description 

Vendor statement transactions Imported vendor statement lines. 

Vendor transactions  Open vendor transactions 

Matched transactions Statements lines that are match against the open vendor transactions. 

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. 

Match Manually match the transactions 

Unmatch Unmatch the marked transaction 

Unmatch all Unmatch all the transactions 

Change view of matched 
transactions 

Change the order of matched transactions views. 

 

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 to the 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.  

            

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.  
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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. 

1.5.2 Reconciliation of the Statement 
a. 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. 

b. 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. 

c. Select the “Vendor account” on the line. 
d. Press “Save”. 
e. “Last statement ID” will be picked up automatically on the line. 
f. On the action panel select “Worksheet”. Worksheet is where reconciliation happens. 
g. 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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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. 
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i. When the reconciliation is marked as reconciled, the status will be changed and column 
“Reconciled” will be ticked. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Vendor Statement reconciliation 

SignUp Software AB 
Org. nr: 556570-9721 

Evenemangsgatan 2c 
SE-169 79 Solna, Sweden 

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

22 / 24 

 

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. 

 
 

Last reconciliation Description 

Vendor statement ending balance Ending balance from the previous reconciled statement 

Unreconciled amount Total amount of unmatched transactions from previous reconciled statement. 

Vendor statement ending date End date on the previous reconciled statement. 

Company ending balance Ending balance, open transactions for the vendor. 

Unreconciled amount Total amount of unmatched transactions for the vendor. 

 
This reconciliation Description 

Vendor statement ending balance Ending balance for the actual statement. 

Unreconciled amount Total amount of unmatched transactions for the statement. 

Vendor statement ending date Cut-off date for the statement. 

Company ending balance New ending balance, open transactions for the vendor. 

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

Unreconciled amount Total amount of unmatched transactions for the vendor. 

 
Details Description 

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

 

 


