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Processing an invoice, information for final authorizers
(Swedish: Slutattestanter)

When an invoice is ready for you to process, you will receive an e-mail with information
about the invoice and a link to UBW EFH: https://ubw.miun.se/ubw . Here, you will see the

invoices next to your user name: = “  The number is the number of invoices.
- Litw.milja svesve B Search (Alt+q)
x
Your tasks (7 Groupby ¥ -
Slutattestant {2}
G0 to Task mansgemeant

Click = and Slutattestant (final authorizer) to enter the list of invoices available for
processing. You will see the following image:

iZ  Swutattestant %

@4 <l

< I; 1

Sort by - fing <« PF invoice app ~
[ Select all visible items Supplier invoice
Supplier: ATEA SVERIGE AB
Curr. smount; 1 775.00 Supplier invoice information & Image
Cimenoyd | SEK - &
Due date: 2018-11-12
InvoiceNo: 44246648 — R
Transactionhlo: 341809297 Supplier ATEA SVERIGE AB 2&
=] Invoice number 44246548 Total invoice smount 177500 s
Transaction number 341909287 To be approved 1420.00
o FAKTURA Fakturadatu~
Supplier ARVATO FINANS AB (Bokus) Invoice date 2019-10-14 Due date 2019-11-13 2019.10.14
Curr. smount. 52100 Currency SEK
Currency SEK Valuta
Due date 2019-11-01 SEK
InvoiceNo: 2135102227326586
TranssctionMo: 341309595 ~ Workflow log (row 2)
B
Leverantsr Leverantdrens Kund
2019-10-16 18:08 KALLE KARLSSON (KALKAR) - Godkanna Atea Sverige AB q i littuni
2019 16 14:58 Diana Svard (DIASVA) - Forwarded - "Vanligen byt ut 929999 i faltet Box 18 Referens 8358 Hans Hallén FEB9
Total: 2 Projekt till korrekt varde” 16493 Kista KRLUNO4 83873 Froson
2019-10-15 16:14 Cecilia Bergstshl (CECBER) - Distributed Partsidanttat 7300008015541 Partsideriet
= Qrganisationsnummer 2021004524
1= Comments 5584450282 Organisationsnumms
Registrerad Stookholm. SE 2021004524
(Enter a comment) Momsregnr. SE553448023201 Momsregnt.
F-skatt: F-skattebevis finns. SE202100452401
Copy
Fakturameddelande v
Lank till
< >
Supplier invoice details
Map Tax Status  Currency = Curr. amount Acgount Orgenh Verks Projekt Description
[&] SEK 50000 5781 8005 110 1703 ATEA SVERIGE A8
(] SEK 92000 « 5511 L |eoos dliio | w1704 ... |ATEA SVERIGE AB
Biljetiar resor - Sverige, utamsistig EEIEES e ey Mabel- ooh byggnadsheniverk

z 1420.00

m‘ Mersand H Approve H Advanced mode |H Workflow user log Get template Create/edit template Log book o

When an invoice is overdue, a red triangle with an exclamation mark A will appear, and
when there is a comment to the invoice, a speech balloon ®will display.


https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fubw.miun.se%2Fubw&data=01%7C01%7Ctuula.duke%40unit4.com%7C7bd2ef39e398406d555908d6d2ee6eee%7Cee137cc45d4343cf9da5f75728b8d21f%7C1&sdata=xLjgbepvkl2%2FNSmt2ZCXiMMyBCvBqD5QeBrY5uNSJ7Q%3D&reserved=0
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Open invoice details

Supplier invoice approval

Supplier inveice

Supplier invoice information

Supplier ATEA SVERIGE AB

Invoice number 44246648 Total invoice amount 1 775.00
Transaction number 341809287 To be approved 142000
Imvoice date 2018-10-14 Due date 2019-11-13
Currency SEK

= Workflow log (row 2)

2019-10-16 16:08 KALLE KARLSSON (KALKAR) - Godkénna

-10-16 14:58 Diana Svard (DIASVA) - Forwarded - "Vanligen byt ut 999999 | faltet
Projekt till korrekt varde” .
2019-10-15 18:14 Cecilia Bergstahl (CECBER) - Distributed

(Enter a comment)

Copy

Supplier invoice details

Map Tax Status Curr. amount Account

[a] SEK
[a] SEK

I 142000

Currency
500,00 5731

920,00 + 5511

Biljetter resor - Sverige, utomstatig

&

Mittuniversitetet

MID SWEDEN UNIVERSITY

Grundutbildning

MGbei- ooh byggnadshantverk

# Image
=a
FAKTURA FakturadatuA
2019-10-14
Valuta
SEK
Leverantor Leverantdrens Kund
Atea Sverige AB il i Mittuni
Box 18 Referens 8358 Hans Hallén FEG9
16493 Kista KRLUNOD4 83873 Froson
Partsidentitet 7200009015641 Parisidentitet
Crganisationsnummer 2021004524
5554480232 Orrganisationsnumme
Registrerad Stockholm, SE 202100-4524
Momsregnr. SE558448022201 Maomsregnr.
F-skatt: F-skattebevis finns SE202100452401
Fakturameddelande [¥]
Lank fill
< >
Orgenh Werks Projekt Deescription
6005 110 1703 ATEA SVERIGE AB
.. | BO0S =110 o | %1704 .| |ATEA SVERIGE AB
DES -Des._

Click on the invoice you would like to process. The invoice details will become visible in
different fields, and certain fields you should fill out or change.

- Supplier invoice information

This is where you can see the details of the invoice.

- Workflow log

This is where you can see who has had the invoice before you, when they had it, and

if there are any comments or instructions.
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- Enter a comment
This is where you can leave a comment for the next user in the flow, such as the
purpose of a business trip.
You can also use the button | “@P¥ to copy the comment about several code rows on
the same invoice that should have identical comments.

- Supplier invoice details

This is where you find the coding. Please make sure that the correct Projekt-code has
been chosen.

To change the field Projekt in the row, the row needs to be selected and highlighted
in light blue. Enter the correct coding in the field and use the tab key to move out of
the field.

By clicking the button *** found next to each box, you can search for valid Projekt-
codes. In addition, the coding fields are provided with type ahead, which means that
you will get suggestions for possible values if you enter three numbers.

Supplier invoice details

Map Tax Status Currency Curr. amount Account Orgenh Verks Projekt Description

[a] SEK 50000 5781 8005 110 1703 ATEA SVERIGE AB
(A SEK 92000 + 5511 .| 8o05s  l110 | w|1704 ...| ATEA SVERIGE AB
Biljetter resor - Sverige, utomstatlig DES Des o utbianing Mabek ooh byggnadshantverk
E 142000

N.B.! When the invoice includes several rows, all rows have to be coded correctly,
one at a time.
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Open the invoice image

- If the invoice has been scanned, click on the invoice icon to open it in a separate
window, in which you can zoom, print and scan the image.

- If the invoice is an e-invoice, you can click on one of the boxes above the invoice
icon to view it in a new window in which you can, among other things, print it.

L

FAKTURA Fakturadatum Fak
2019-03-29 803

Valuta Kum

SEK orde

Leverantor Leverantdrens Kund Kum

Postiord Sverige kontaktinformation Mithuniversitetet kont

A8 Refsrens 50002 HUVK 85170 SUNDSVALL Refen

20005 Malma PaostMord Kundservice Partsidentibet

Organisationsnummer Telefon 0771333310 2021004524

5887115895 E-miail Organisationsnummer

Registrarad 2021004524

Stockhelm, SE faktura se@postnord.com

Momsragne

SES56711569501
Feskalt: F-skabtebevis
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2 Sutattestant X
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o=@«

Sort by - | Ascending  « Supplier invoice approval ~
[ Select all visible items Supplier invoice
Supplier: ATEA SVERIGE AB
Curr. smount. 177500 Supplier invoice information A Image
rrency:  SEK
Duedste  2018-11-13

InvoiceNo: 44248648

TransactionNo: 341209297 Supplier ATEA SVERIGE AB P
Invoice number 44248648 Total inveice amount 1 775.00 L
Transaction number 341909287 To be approved 142000 FAKTU R_A Fakturadatus
Supplier ARVATO FINANS AB (Bokus) Invoice date 2019-10-14 Due date 2019-11-13 20191014
Curr. amount: 521,00 Currency SEK
Currency: 52K Valuta
Due dste: 2018-11-01 SEK
InvoiceNo: 2135102227320508
TransactionNa: 341809595 2 Worikfiow log (row 2)
=
Leverantor Leverantorens Kund
-10-16 18:08 KALLE KARLSSON (KALKAR) - Gedkéinna Aftea Sverige AB
1 DIASVA) - Forwarded - "Vanligen byt ut 999999 faltet Box 13 Refarans 8355 Hans Hallén FEB9
Total: 2 Prajekt till korrekt virde” . 16493 Kista KRLUNG4 83873 Froson
2018-10-15 18:14 Ceolia Bergstéhl (CECBER) - Distributed Fartsidentiel 7500009015641 Partsidentiet
_ Organisationsnummer 2021004524
[ = Comments 5584480282 Organisationznumme
Registrerad Stockholm, SE 2021004524
(Enter a comment) Momsregnr. SES56448028201 Momsragnr.
F-skatt: F-skattebevis finns ‘SE202100452401
Copy
Fakturameddelande v
Lank til
< >
Supplier invoice details
Mep | Tex  Statws | Curency | Cur.amount Account Orgenh Verks Projekt Description
[&] SEK 50000 5781 8005 110 1703 ATEA SVERIGE AB
(] SEK 92000 «|5511 L |eoos i | «l1704 ...| ATEA SVERIGE AB [«]
Siljetitar rasor - Svarige, utemstatig DES -Des— ¢ unduibiidning Mabal och yggnadshantvark

z

142000

| Atersand H Approve || Advanced mode H| Workflow user log Get template Create/edit template Log book ~

Park

Atersind (reject)

Approve

Used when you would like to keep the invoice row in your Task list.
The action requires that a comment is entered and that the invoice is
marked with a ”stop hand” symbol.

The invoice is sent back to the reviewer at EKO. The action requires
that a comment is entered.

Forwards the invoice in the flow.

Advanced mode The advanced mode offers more action buttons, such as Split rows.
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Attaching documents to an invoice

Supplier invoice approval

Supplierinvoice

Supplier invoice information # Image
Supplier MERI TEXTIL & REKLAM AB
Invoice number 12185283 Total inveice amount  145.00 B % Q Q «
Transaction number 3419096392 To be approved 118.00 : EAKTURA .
) MR Texi] & Reidar 48 KTU
Invoice date 2018-09-30 Due date 2018-10-30 N ERif] s
| B T
Currency SEK § 2 —
B
? Leveransadross Fakburasdress
1 v [hrrolsnsirery
= Workflow log (row 1) g oy
S ursopens g8 e
o g3 25 Oeteund S [
2019-10-17 15:06 Dizana Svard (DIASVA) - Forwarded - "Please replace 999999 in field
Project with the correct code”
2019-10-16 17-05 Cecilia Bergstahl (CECBER) - Distributed Er Ratmrens Lena v erseon /9332 Vi retermnn Dantsl Parzzns
Bt oo iR Vil oederme: 2u7eas
Lavavarsnlicer: Fet e evaraniein Fosetirs
Bowrnguallier: 30 degar netts Fietulsdem: 201810-20
Dvopraiiontrea: 11005 Aoges vl betal, 12168788
[ — P, —
(Enter a comment) RS o 4 S s e i iy
Copy e, b 16,60
s 18 %
5 e — am
were 12 san
| st v a0
s wm
ot a0 5ex
e w0 &K
15
Supplier invoice details
[0 Map Tax T Status = Currency = Curr. amount Account Orgenh Verks Projekt Motp Description
[&] oL SEK 11600 =|5781 R T I B R R MERI TEXTIL & REKLAM| | = |
DES -De.. —— e
[~] AP SEK -145,00 2561 OVR  MER! TEXTIL & REKLAM..

I -29,00

Click the ™% symbol in the upper right corner to enter the attachment folder.
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Click the folder BILAGA (Attachment) and thereafter Add a document.

Dokumentarkiv (7 Alla dokument Andra vy . E EEE Atgirder |+ Sortera efter - lE‘
Alla dokument 3
A Huvudbokstransaktion (3419... o A [

Anv ¢j - 5.6 EIO2 Leverant...
+] PDF

Anv ej - 7. Fakturabild UBW

Lagg till ett 2000029189.tif

; Infront 2044886
== Anv ej - 7. Inkommande fa... dokument Bilaga Diners

Anv ej - 5.6 Lev.fakturaE...

fies) - 5.6 bilagor lev
B BILAGA

Lagg till ett dokument

In the box, click Upload to access your files, and select the file you want to attach. Attachable
formats are for instance Word, Excel and PDF. We recommend you to use the PDF format,
since it is unchangeable.

Add a document 5

Document type * 7

BILAGA -
File name *

Dok 1 pdf
Documnent title *

Dokl
Document desoription

Complete and click Save. To close the document archive and return to the invoice, click X in the
upper right corner.
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m Transaktonsdetaljer %

Dokumentansdy (5 Frap—— Anaavy [l S EE | Aspaeter |
3
Laga il stt 200002018550 .\ Infeunt 3044886
[ A ey - 7 Ihommandie faktures ma diskuement Bilaga Dners

Ay e - S8 e taktur EFH
Ay o} - 5.1 éngas lev

- LAGA

Lang bll et2 dokument

Sortera eftes

[ 4

Mittuniversitetet
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