Confidentiality: C2 —Internal

Why can’t | approve the invoice someone sent to my basket?

Approve aninvoice is only possible if itis a NoPO invoice (invoice without PO).
The invoice or credit-note must be coded and reviewed before the approval.
A person can approve an invoice if an approval flow is defined in the approval matrix.

The caseisrelatedto asituation whenthe approverisnot able to approve the invoice. It canrelate to
several reasons and SWIM Support role is to verify and correct the mistake. In Basware Cloud
approvalis fully automated based on approval matrix. There are two cases whenthe approver isnot
able to approve the invoice.

1. SKF Reference field incorrect

a) Verify SKF Reference field in Basware

The first step to be performedrelatedto problemswith approvingNOPO invoice isto verifyReference
person field as it has influence on invoice approval process. Reference person field should be typed
withfullname or GADD ID of the reviewer of the invoice. The incorrectly filled name, GADD ID or typed
name of approver there can cause the problem with the approval process.

= Go to Accounts payable and search invoice
m Home Shop Tasks Documents Inveicing Accounts payable

= Openthe invoice and find Reference person field

Home Shop Tasks Documents Invaicing Accounts payable

1,288.80eurcross 1,074.00 00
Discussions [ Header data Related documents [ Workflow & Attachments Invoice lines (& History [
SKF FRANCE S.A. Invoice 3N72X, POLYSE
304499072 FR7630003036140002000085522 Breillat Agnes FA23081228

= Verify if the SKF Reference field is correct
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Example of SKF Reference field incorrectly entered:

Verify if the name or number in this field exists in the system.

In case of a full name, verify if it is correctly added (Last name, first name).
Reference field has the following name: Agnes Breillat

Referance Person

| Agnes Breillat |
: VAARAAAS

| Breillat Agnes ‘

Incorrect : => Correct :

b) Verify who reviewed the invoice

“SKF Reference” is filled with name of the reviewer.
The approver is defined in the approval matrix per amount + cost center.

The person that made a review step cannot be the approver. When this occurs, information must be

sent to the user that, due to performed review, step invoice should be sent to another person for
approval, or invoice must be sent again to a correct reviewer and then approved by the approver.

2. Issue with the approval rights/matrix

Only Swim Support can check the approval right in the system.
If the approver can’t approve the invoice, he should contact Swim Support

Approval Matrix Logic:

Basware Cloud - NoPO flow

Approval matrix:
bility Approver Approval Limit
1575 Approver 1 750.000 EUR == Cost Center Owner - Approver with the lowest limit for given Resp account
1575 Approver 2 1.000.000 EUR
1575 Approver 3 1.500.000 EUR
1575 Approver 4 100.000.000 EUR

Invoice #1

Approver 1

Resp: Main: ‘Sub: ‘Amount:

Coding:
4141] 999[1.000 EUR

Cost Center Owner

Invoice #2

T L Main: _sub: [amount: - Approver 1 ‘ Approver 2

4141] 999[1.200.000 EUR

Cost Center Owner




