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Authorising Orders and Invoices

Dear user,

You must make sure that you have read “Navigating the System” first before reading any other Clarity
guides as without a good knowledge of the navigation you will not fully benefit from the features and

shortcuts that Clarity will provide for you.

Click here to read Navigating the System:

https://dataflow.co.uk/images/uploads/release notes/Clarity - Navigating the System .pdf

Also at the end of each guide, there may be a list of other supplements for further explanation of features

within this routine.

Enjoy exploring Clarity and please do not hesitate to suggest any improvement that you feel will be

useful to add to this document.

Warmest regards

Dataflow (UK) Ltd



https://dataflow.co.uk/images/uploads/release_notes/Clarity_-_Navigating_the_System_.pdf

This guide will take you through the process of authorising Orders and Invoices.
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The following example is for the authorisation of a Purchase Invoice, however, the same process

applies for authorising Orders.

Once a Purchase Invoice has been created Clarity will use the invoice value/Nominal/Cost Centre to

determine who the Invoice authorisation request will be emailed to. The system can also be configured

so that the user can route a document for authorisation manually.

You can authorise/reject a document either by login to Clarity and use the Approval facility provided in

the product OR use the hyperlink provided in the email that is sent to you by Clarity saving you time to

login.

Below is an example of an emailed authorisation request:
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Wed 21/10/2020 11:59

Entered by: COLIN CHAPMAN

For company: Miles Brown and Sons & Co.

Net Value: 3,120.50

Purchase Invoice 00012458 - Audio Supply and Rental Services bu - Message (HTML)

¥ Allocation rever... €3 To Manager
E3 Team Email v Done

€2 Reply & Delete ¥ Create New

F

Quick Steps

Purchase Invoice 00012458 - Audio Supply and Rental Services bu

Purchase Invoice 00012458 requires your authorisation:

Supplier: Audio Supply and Rental Services bu

Click here to be redirected to the authorisation page
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The Click here to be redirected to the authorisation page link, will automatically open your default

internet browser and take you to the authorisation page.
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An example of this page is detailed below:

= O X
@ PO Authorisatian b4 +
C A Notsecure | support.clarity.dataflow.co.uk/dataflow.wcf.demo.ben/DocumentAuthorisation/Authorisation.aspx?Ledger=3&Docum...  ¥r » e

Dataflow Purchase Invoice Authorisation
Purchase Invoice 00012458 requires your authorisation:
Raised by: COLIN CHAPMAN
For company: Miles Brown and Sons & Co.
To supplier: Audio Supply and Rental Services bu
Net value: 3,120.50
T‘ Password Authorise
You are the first person to authorise this document
There 15 an attached document that you may view by clicking on the file name: MB-00000002.pdf

Reason for rejection

To authorise the invoice you must first view the invoice using the View button (highlighted above in

). By doing so the browser page will change and display the entered invoice, Example below:

— O X
&) supportclanty dataflowcouk/de X 4

[&] A Not secure | support.clarity.dataflow.co.uk/dataflow.wcf.demo.ben/DocumentAuthorisation/ViewDocument.aspx?Token=5929037... ¥+ [ #* e

14 4 Dfl [ :Fnd\r‘laxt @

m

\ /

Account Number VHT PURCHASE INVOICE 00012458 Date 21/10/2020
Billing Address Deliver To

Audio Supply and Rental Servic Miles Brown and Sons & Co.

Hollsworth House Miles Brown House

Mason Avenue The High Strest

London London

SW12 5ER EC2

T At UNAUTHORISED

Item Code Description Quantity Price Discount Net Goods VAT |
0 £312050 £3,120.50 20%
Goods £3,12050
VAT Total £624.10
Invoice Total £3,744.60

Miles Brown and Sons & Co.

Miles Brown House, The High Street, London, EC2
Tel: 0171 456 4567
Registered in England No. 7649856 VAT Reg No. GB12347956343
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Once you have reviewed the Invoice use the browsers back button (highlighted above in green) to
return to the Invoice Authorisation page. Now you’ve viewed the invoice you will be able to enter your
Clarity user password into the Password field (highlighted below in ). Entering your Clarity

password will enable the Authorise button.

= O X
&) PO Authorisation x =+

> C A Notsecure | support.clarity.dataflow.co.uk/dataflow.wcf.demo.ben/DocumentAuthorisation/Authorisation.aspx?Ledger=3&0Docum... ¥ [l e

Dataflow Purchase Invoice Authorisation
Purchase Invoice 00012458 requires vour authorisation:
Raised by: COLIN CHAPMAN
For company: Miles Brown and Sons & Co.
To supplier: Audio Supply and Rental Services bu
Net value: 3,120 50

| View Password

You are the first person to authorise this document

|The1e is an attached document that you may view by clicking on the file name: MB-00000002 pdf

Reason for rejection

If a digital copy of the original invoice has been attached to the invoice entered in Clarity you may also
view this attached document clicking the link within the section highlighted above in green. Doing so
will open an additional browser tab displaying the original invoice, allowing you to compare the entered

invoice and supplier invoice prior to authorising.
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The image below shows an example of how the supplier invoice is displayed:

&) PO Mtrorastion x

C A Notsecure

@ Scamoesd

sUpPOr.clarity datafiow.cous/da tatiow wet.o ben/Scanned erts/Scanmedt entPags .
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e DBiwrgh

WINE MERCHANTS
INvVOICE Page 1
-2
11272018
Order No 172
L Account Ret IS,

(Q-nﬂlv Description Unit Price Net At VAT %

( 60.00 Prosecco Rffess DOC 2000

T 200 Mayer fonne Cremant Asaon Bt Bxtra NV 2000

2400 Anticha Torr Falanghiew 2017 2000

3600 Cherin tanc Paard Heights 2018 2000

1200 Seavignon Banc Taringl 2018 2000

1,00 Domaine de Rica] SUANC Ertre-deuc-Mers 2017 20.00

200 Ssuvignon Banc Reserva Cases el Dosque 2017 2000

600 COresut/Grenache Terdem” Bruno Andrew Rose 2000

2007
200 Cotes O o ROSE Domaine FAndenns Ecole 20,00
2007

1200 Ricjs Crianza Gran Bohediat 2015 2000

2400 Paart Hefghts Stz 2018 20.00 -

Once you're ready to authorise the invoice and have entered your Clarity password simply click on the

Authorise button (highlighted below in ) to complete the authorisation process.

[m} x
+

&> PO Autharisation x
4 > & A Notsecure | supportclarity.dataflow.co.uk/dataflowawcf.demo.ben/DocumentAuthorisation/Authorisation.aspx?ledger=3&D... ©» ¥t » O
Dataflow Purchase Invoice Authorisation
Purchase Invoice 00012458 requires your authorisation:

Raised by: COLIN CHAPMAN

For company: Miles Brown and Sons & Co.

To supplier: Audio Supply and Rental Services bu

Net value: 3.120.50

Password [F[ [ Auitorise

You are the first person to avthorise this document

There is an attached document that you may view by clicking on the file name: MB-00000002.pdf

Reason for rejection
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Once you've completed the authorisation the authorisation page will change and confirm that the
authorisation process was successful. At this point you can simply close the browser. An example of

this page below:

— =] <
& PO Authorisation X +

&« c A Motsecure | support.clarity.dataflow.co.uk/dataflow.wcf.demo.ben/DocumentAuthorisation/Authorisation.aspx?Ledger... v ¥ a O
Dataflow Purchase Invoice Authorisation

Purchase Invoice 00012458 has been authorised

Once you've successfully authorised an invoice a confirmation email notification will be automatically
sent to the user and or a predetermined mailbox confirming the authorisation. An example of the

confirmation email notification below:

H < d+ ¢ = Purchase Invoice 00012458 - Audio Supply and Rental Services bu - Message (HTML) ? 5 - 0O %
MESSAGE
1 Ignare x 9 @ Q 2 Meeting T Allocation rever.. 3 To Manager ¥ ‘9 Rules~ L{\Q’ =a[| |> % # Find C)\
-
Del R (I- R Ie F 9d T Team Email v Done M B oneMote Mark C ze Foll Tanel B Related - z
s - Delete €| { orward [ - =1 ove arl ategorize Follow  Translate oom
& Junk vy Reply [ More ) Reply & Delete  § Create New FI Y epacions-  ymend Up e T Select
Delete Respond Quick Steps ] Move Tags 1] Editing Zoom ~

Wed 21/10/2020 1414

Purchase Invoice 00012458 - Audio Supply and Rental Services bu

To

Purchase Invoice 00012458 has been avthorised by JAMES SMITH:
Entered by: COLIN CHAPMAN
For company: Miles Brown and Sons & Co.
Supplier: Audio Supply and Rental Services bu
Net Value: 3,120.50

Click here to view the document

@ s¢c more about D ~
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Should you choose to reject the invoice authorisation request you will need to enter details within the
Reason for rejection section (highlighted below in green) to enable the Reject button (highlighted below

in )

= [m] =
&) PO Authorisation x +

- C A Notsecure | support.clarity.dataflow.co.uk/dataflow.wef.demo.ben/DocumentAuthorisation/Authorisation.aspx?Ledger=3&Docum... ¥¢ » e

Dataflow Purchase Invoice Authorisation
Purchase Invoice 00012458 requires your authorisation:
Raised by: COLIN CHAPMAN
For company: Miles Brown and Sons & Co.
To supplier: Audio Supply and Rental Services bu
Net value: 3,120,350

Password |--- | [ Authorise

You are the first person to authorise this document

There is an attached document that you may view by clicking on the file name: MB-00000002 pdf

Reason for rejection

Mot required this gquarter|

Reject |

Once you've completed the rejection process the authorisation page will change and confirm the
rejection was successful. At this point you can simply close the browser window. An example of this

page below:
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= [} X
&) PO Authorisation X ) PO Authorisation x +

< C A Notsecure | support.clarity.dataflow.co.uk/dataflow.wcf.demo.ben/DocumentAuthorisation/Authorisation.aspx?Ledger...  or 3¢ » O
Dataflow Purchase Invoice Authorisation

Purchase Invoice 00012458 has been rejected

Once you've successfully rejected an invoice a confirmation email notification will automatically be sent
to the user and or a predetermined mailbox confirming the authorisation. An example of this email

notification below. This email also includes the rejection comments entered:

B O+ 4 = Purchase Invoice Authorisation Rejection - Message (Plain Text) 2 m - 0O X
MESSAGE

¥ c IR ey
Fx Ignore x @ @ £ 52 Meeting Allocation rever... €3 To Manager Vo B Rules ey IEU > & # Fing Q
< > ET Team Email v Done B OneNate Related =
2 k- Delete  Reply Reply Forward [ . —{ | Move Mark Categorize Follow Translate Zoam
& Junk o ElMore~  |E2 Reply &Delete ¥ Create New Fl MY Bpacions g < pr S select -
Delete Respond Quick Steps 3 Mave Tags [ Editing Zoom ~

Wed 21/10/2020 15:10

Purchase Invoice Authorisation Rejection

Purchase Invoice Number: 000124582 has been rejected by MARK SCHMIDT with the following comments:

Not required this quarter

@ see more about |:| - -~

8|Page



O DATAFLOW

CLARITY 2

The guide above details how to authorise or reject authorisation via email requests using an internet
browser. You may also authorise or reject invoice authorisation requests within Clarity as well. To do
so simply login to Clarity and navigate to the Purchase Ledger ( arrow below) and Approve

Invoices window (green arrow below). All invoices awaiting authorisation will be listed within this

& Dataflow Clarity [Purchase Invoices] — [m] >
Company Miles Brown and Sons & Co. v |  User: MARK SCHMIDT~
Sales Ledger  Sales Orders | Purchase Ledger | Purchase Orders  Nominal Ledger  Audit  Timesheets  System
! N s
e e D) Crie =507 =7
& [‘;"L; 55 - @ r;"l-w =7 =
Browse Cash Automatic Allocate Invoices Document Approve Close Supplier  Transactional
Payments ~ Cash Store  Invoices Period Data Listings~  Reports~
Supplier Accounts Transactions Invoice Register Period Processing Reporting
Authorised| Released Type Invoice Reference| Status Accounf Code unt Name Date Amount| Currency| Last sent as| Email to Net Amount| vaT & B>
= - - [
L 8] INV 00012458 Outstanding  AUDIO udio Supply and Rental Services bu | 21-Oct-2020 £ 3,744.60 ben.rice@dataflow.co.uk  £3,120.50 £¢ Z
i
< n »
o4 [x]n Page| 1 |of 1
Clear filter
&) Dataflow Clarity [Purchase Invoices] - [m] e
Company Miles Brown and Sons & Co. v | User: MARK SCHMIDT ™
Sales Ledger  Sales Orders | Purchase Ledger | Purchase Orders  Nominal Ledger  Audit  Timesheets  System
1 N N
) 35 =D = = =] g
!m D [‘; '-f% @ 5 s !';l-lﬂ =¥ =
Browse Cash Automatic Allocate | Invoices Document Approve Close Supplier Transactional
Payments = Cash Store  Invoices Period Data Listings=  Reports~
Supplier Accounts Transactions Invoice Register Period Processing Reporting
Authorised| Released Type Invoice Refersnce| Status Account Code| Account Name Date Amount| Currency| Last sent as| Email to Net Amount| vaT 2| B>
= [
* B INV 00012458 Outstanding | AUDI™ L Aiidia Cumnlis aad Bantal Candaas by | 21-Oct-2020 | £ 3,744.60 ben.rice@dataflow.co.uk £3,120.50  £¢ &
“ | Refresh ic
2, | view Invoice
&Y | View scanned documents
=% | attach scanned document
o ‘Authurise 00012458
%M | Route authorisation
%4 | Request authorisation notification
=] | send authorisation request
| Clear filter
2 | 5um selected cells
23 | Copy to Clipboard >
71| columns 3
Window 3
4 n »

W4 [ om Page 1 lof 1

Clear filter §
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You can also choose to open the invoice and review its details by double clicking on the invoice line.

Doing so will open the invoice form giving you access to all details entered against the invoice. Use the

Authorise or Reject button on the footer of this form.

The same email confirmation will be sent to the authorisation requester regardless of whether you chose

to authorise or reject via an internet browser or from within Clarity.

&) Dataflow Clarity [Purchase Invoices) - [m] x
Cumpany‘Ml\es Brown and Sons & Co. - User: MARK SCHMIDT ~
Sales Ledger  Sales Orders | Purchase Ledger | Purchase Orders  Nominal Ledger  Audit  Timesheet: System
!u h@ o &Y Invoice for AUDIO Audio Supply and Rental Services bu Murnber: 00012458 - [m] x
== {
Browse Cash Automatic | Header ] | Details {E | Lines =
Lines
Supplier Accounts Transaction: y
Notes Quantity Price; Goods| Net| VAT Code| VAT % VAT| Nominal Code| Cost Centre =
Authorised| Released Type| Invoice Ry 0.00 3,120.50 3,120.50 1 20.00 % 624.10 EQPPURCH | Staines Net Amount| vaT & | B~
- | - @
L] B] NV 0001245 Bflow.co.uk  £3,120.50  £¢| £
c
Details -1 x
Item Code | |
Description Discount % | o
Discount Amount | 0.00 |
Net Amount | 3,120.50 |
[ ] o
Quantity 0.0 vat|1 || standard Rated || 20.0% |
I ]
Price 3,120.50 Vat Amount | 624.10 |
i ]
Goods 3,120.50 Delivery Due | 01-January-0001 |
Weight | 0! volume/ ol
Nominal &[5 | Cost Centres 5 | Job costing  » | Intrastats (@) | Totals =
‘ = »
| Authorise () || Reject ®) | | Cancel @) || - -
b | n Page | 1 of 1
Clear filter
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The process of authorising Purchase Orders is identical to the Invoice authorisation process detailed
above. The only difference being that if you were to choose to authorise or reject Orders via Clarity
instead of a browser you will need to login to Clarity and navigate to Purchase Orders ( arrow

below) and the Approve Orders window (green arrow below).

&) Dataflow Clarity [Purchase Orders] - O x

Company Miles Brown and Sons & Co. o User: MARK SCHMIDT *
Sales Ledger Sales Orders Purchase Ledger Purchase Orders Nominal Ledger Audit Timesheets. System
e = & B 2]
Froo L | =

Orders Goods Invoices Accruals Approve New oXml Reporting
Received rders. Punchout Order Setup Wizard E

Document Processing Authorisation Punchout All Reports

IAulhunsed Released Type. OrdernafereTa stTus Account Code| Account Name| Date| Amount| Currency| Last sent as| Email to| Net Amount| VAT Amount| Goods Amount| Their Reference | Our Reference| Af

Filters 57

»

Ko4 el Page 1 of 1

Clear filter

In the event that you’ll be unavailable to authorise Invoices or Orders you can adjust your availability
status. To do so simply click on the User drop down tab in Clarity and select Out of office (highlighted

below in green).

&3 Dataflow Clarity [] — O *
Company | Miles Brown and Sons & Co. - User: | IPB™
Sales Ledger Sales Orders Purchase Ledger Purchase Orders Mominal Ledger Audit Timesheets System Logout
— . - -
M elmly =277 =27 4 | Preferences
Dlg £ T iE | 2L = =7 =
Browse Cash Allocate | Invoice Proforma Scheduled Close Customer  Transactional Statements i | Change password
Cash nvol Period Dafa Listings~  Reports~ -
'+ Out of office
Customer Accounts  Transactions Invoicing Period Processing Reparting

Selecting the Out of office option will open a new window where you can choose the most relevant

option using the drop down.
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O Dataflow Clarity [] - o >t
Company! Miles Brown and Sons & Co. -/ User: JPB~
Sales Ledger ‘ Sales Orders Purchase Ledger Purchase Orders Nominal Ledger Audit Ti h System
1 3 3 —
) T 3 —]
8 BB E E i % % =
Browse Cash Allocate Invoice Proforma Scheduled Close. tomer  Transactional Statements
Cash I Period Data Listings  Reports~
Customer i ici Period Processing Reporting
& Out Of Office X

4
1w okt
| S—

I'm out of the office until  ~ ‘ 22/10/2020 a8

_|I'min the office
I'm out of the office until

fffffff 71[ | Discard 7 || Update @) |

I'm out of the office

By choosing either I'm out of the office until OR I'm out of the office Clarity will push any Invoice or

Order authorisation request onto the next most suitable authoriser.

Your username will also be listed as out of the office should the authorisation requestor choose to

manually pick who the authorisation request will be sent too.




