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MyDirecto

¢ Screenshots are in Estonian - update in progress

MyDirecto is an environment aimed at company employees for conveniently managing their own
data. You can log in to the portal using ID login (ID card, Mobile-ID, Smart-ID) at https://my.directo.ee.
MyDirecto is convenient to use both on a mobile device and on a computer.
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|

®  To activate MyDirecto, please contact Directo customer support.

|

®  For the pricing of the service, see the Directo website: https://directo.ee/hinnad#MyDirecto.
Configuration

MyDirecto permission for an employee

On the employee card, in the Employee details tab, after activating MyDirecto you can specify
whether a particular employee has the right to log in to MyDirecto or not.
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®*  When MyDirecto is activated, the MyDirecto setting on the employee card is switched to YES if
the following conditions are met:

e the Belongs to personnel option on the employee card is YES
¢ the personal identification code is filled in
e the employee card is not closed

* If you want to remove MyDirecto YES from all employee cards, you can do this under Finance
reports - Maintenance - Robots - MyDirecto off. If you want to set it back for everyone,
you can do this on each employee card separately or by contacting our customer support.
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®  When MyDirecto is activated, a new group MyDirecto is added under the user groups.

Under the user settings, you must assign the employee the user group named MyDirecto and allow
the employee only ID login.

Directo seadistused

Kdik ¥ | Otsi seadistust... E

Siistesmi seadistused 2 Uldine > Kasutajad > MYDIRECTO
Uldine w Tagasi Koopia Salvesta Olek: Vaata
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If the user already belongs to some group, then the following permissions must be added to that
group:

Documents - Employees ,Own" category permissions ,View" and ,Attachments”
Kasutajagrupi diguste muutmine "MyDirecto” Vaata muudatuste log

Dokumendid Aruanded Seadistus Muu

[ Kustuta rida

[ NR Moodul Nimi Kuidas Lehitse Tulbad Vaatg] Lisa Otse Muuda Kustuta Kinnifa Manused Kaustad Triiki Punktid

ID 1 personal To&tajad Oma v O O O O (] O (] (] Ei v
o 2 v ] ] [m] o o o ] O O ] i v

Reports - Personnel Absences and List of employees Extended permission
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Configuring request types

With new developments, it is now possible to add up to 2 approvers to a request type for vacations if
needed. For this, the system setting below must be YES. After saving, the required field will appear on
the request types you create.

Soovi tidbiga puudumise mitmeastmeline ei @ jah
kinnitamine

In order for employees to be able to submit absence requests, you need to add request types to the
absence types.

You can add absence types here: Settings - Employee settings - Absence types - Add
new

Add a new absence type. Assign it a code and a name. In the ,Sorted” field, you can add an order
number by which the absence types are ordered under vacations in MyDirecto. You can read more
about absence type settings here: Puudumiste liigid.
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Link the created request type with the actual absence type via the Request type field.

Susteemi seadistused >

Uldine >

Raamat >

Personali seadistused v
Ametikohad

Graafiku mallid
Maksuvalemid
Osakonnad

Oskused

Piihad

Puudumiste liigid
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T66suhte l6pu alused
Tootaja dokumendid

Tootaja haridused
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ARVESTUSELE
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perioodi [6pus ¥

Ei v

On the employee card, it is possible to configure which absence requests the employee is allowed to
submit in MyDirecto. To do this, open the employee card and go to the Salaries and taxes tab,
where you make the desired selections in the MyDirecto absence types option. If you make no
selection, all types are shown to the employee.
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With the Mass import module, it is possible to add the desired selections to all employees at once.

In the Mass import module, select Employees as the table and add Code and MyDirecto absence
types from the fields to be imported. In Excel, fill in two columns - in the first enter the employee
code and in the second the codes of the absence request types as a comma-separated list (do not
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add spaces).

Once an absence is accepted, by default it cannot be changed afterwards in MyDirecto. If you want
the employee to be able to change an existing accepted absence, then you must enable the setting A
confirmed absence can be changed in MyDirecto in the system settings.

Only an absence that meets the following conditions can be changed:

e the start date of the absence is not in the past

e the absence is not calculated (the absence document has no value in the Salary
calculation field)

e the absence document is not confirmed

MyDirecto features

Watch the video introducing MyDirecto's features:

==

In MyDirecto, the employee has the features shown in the image below:

MyDirecto PdgaTGOl v [
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When the employee navigates into the submenus, to get back to the main menu they need to click on
the MyDirecto icon.

Vacations
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Vacation requests are used for planning one's own vacation. Here the employee can see their planned
vacations and submit requests for their future absences that the company offers to its employees.
The manager reviews these - checks for overlaps and, if necessary, assigns a suitable substitute. If
necessary, they reject the vacation request and send it back to the employee for replanning. With the
appropriate settings, the employee can later change or cancel the vacation request if needed. In
addition, the employee can check their vacation balances as of a specific day or the end of the
calendar year. The text at the top of the vacation requests can be entered in the system setting
Input text for absences.

MYDIRECTO SEADISTUSED

Sisendtekst puudumistele # Puhkus on aeg iseendale — planeeri see teadlikult

MyDirecto Poed Ol o

]

Puhkused

# Puhkus on aeg iseendale — planeeri see teadlikult! Puhka targalt: aastas peaks vahemalt iiks puhkus olema 14 jarjestikust kalendrip&eva.
Enne puhkust: - teavita kolleege oma draolekust, - tihista v6i delegeeri puhkuseajale jddvad koosolekud, - lisa e-kirjadele automaatvastus.

Jaak kalendriaastas

8 Pahipuhkus28 1 0 LapseP 10pv 1 Soov_StaaZipuhkus

2025 aasta puhkused

PShipuhkus28

18.08.2025 - 24.08.2025 (7 paeva)
Muuwda
13.07.2025 - 15.07.2025 (3 paeva)

Esitaja: Kaks kinnitajat

Staazipuhkus

[14.0?.20% 05.07.2025 (2 paeva)

Puhkus

16.06.2025 - 29.06.2025 (14 paeva)

The text at the top of the vacation requests can also be added as a link that opens another page, for
example the internal vacation rules or similar. To do this, add <a href= at the beginning of the link
and >Link title</a> atthe end of the link.

For example like this: <a href=https://directo.ee>Directo</a>

As a result, the Directo link is displayed like this:
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MyDirecto

Puhkused

Directo

Submitting vacation requests

M\fﬂil’ﬂﬂtﬂ' < Puhkused Kollane Piikesekiir 00  VElju [=

Pohipuhkus
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Puhkuse algus Puhkusepaevi Puhkuse l6pp
13.11.2023 B L 19.11.2023 B

¥l Soovin puhkuseraha ette

Kommentaar

Soit soojale maale

The employee adds the desired absence period. It can be entered in two ways:

1. The employee enters the absence start date and how many calendar days they wish to be
absent - in this case Directo adds the end date automatically.

2. The employee enters the absence start and end dates - in this case Directo calculates the
calendar days of absence automatically.

3. If a minimum length is set in the absence type settings, Directo warns about an absence shorter
than the minimum length but does not prevent the request from being entered.

When submitting the request, the employee can also specify whether they want the absence pay in
advance or not.

The Comment is a free-text field and you can enter additional information for the approver of the
absence request there.

|
®  When entering an absence request, Directo checks the period for overlaps with existing
absences.

An absence request cannot be entered into the past.

When submitting an absence request, Directo checks the limit balance for limited absences.
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Changing an existing absence
An absence can be changed that does NOT meet the following conditions:

e If a calculation has been created for the absence (the absence document has a calculation
number in the row's ,Salary calculation” field).

* If the start of the absence is in the past relative to today's, i.e. the modification date.

e |f the absence document is confirmed in Directo

Rejecting a submitted request
If the requested absence cannot be accepted, then upon pressing the Reject button the approver
must also enter a reason why the request was not confirmed.

The comment added by the approver is added to the absence and is also displayed to the employee
in the MyDirecto portal.

® A rejected vacation request does not reappear for approval, so if desired a new vacation
request must be created.

MyDirecto Kollane Piikesekiir O0  Valiu [
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Today's absentees

In the MyDirecto today's absentees block, we display coworkers who are absent today, this month,
and in future months. The view can be changed with the little arrow in the top left corner. Past

https://wiki.directo.ee/ Printed on 2026/07/17 20:47


https://wiki.directo.ee/_detail/et/kulli20230522-231641.png?id=en%3Amydirecto

2026/07/17 20:47 13/28 MyDirecto

absences are not displayed. Unconfirmed vacation requests are labeled ,,unconfirmed”. Employees
are shown according to the employee's permissions and the setting of whether employees are
displayed in MyDirecto by object or by department. If you want the employee to see the absences of
all other employees, you must grant the Absences report permission to view ALL employees. In that
case ,own“ or ,extended” permission is not sufficient.

Absentees do not show employees who have long-term absences (the absence type has the setting
In structure on NO).

MyDirecto PAIGaTGO0 ~ o
Osakond

Oktoober 2025 - Kaéik osakonnad — v

Puuduja Asendaja Periood

Juhan Raid - Piret Kaal 01.10.2025 - 03.10.2025
ootmisjuht, 3Manufactory

Juhan Raid o Piret Kaal 09.10.2025 - 10.10.2025
ootmisjuht, 3Manufactory

| Astra Pintsel
f Maaler, 3Manufactory

Juhan Raid 15.10.2025 - 21.10.2025 (Kinnitamata

Work schedule in MyDirecto

On the work schedule subpage, the employee can see the times they have been scheduled to work.
Working on different objects is displayed in different columns. The employee has been given the
option to also specify their working times by writing their own comment next to the working time.

MyDirecto PalgaTGOl v [

Toograafik

November 2025

7
Piev MAN MAN (VLJ)
L1
P2
E.3 08:30-17:00
T 4 08:30-17:00
K, 5 06:30-16:30
N, 6 06:30-16:30
R, 7 06:30-16:30
L8
P9
Birthdays

Here you can see coworkers' birthdays. Similar to future absentees, it is possible to view, in addition
to the current month, the birthday people of the following months. If showing the birthday person's
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age is enabled in the settings (In MyDirecto the age is shown on the birthday - no / yes), the age is
displayed after the employee's name. If you want the employee to see the birthdays of all other
employees, you must grant the List of employees report permission to view ALL employees. In that
case ,own“ or ,extended” permission is not sufficient.
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Siinnipéevalaps Siinnipdev
W Kairi Lahkus g5 17. september
3
_‘f’ Ants Kuusk 24. september
ﬂ Sirje Tamm 30. september
My data

In the ,My data“ block, you can change your personal data and it is saved directly to the employee
card. Changing the tax-free income requires a separate permission, which you can read about in the
next block.

Changing tax-free income in MyDirecto

From the new year, the way tax-free income is calculated changes - regardless of the amount of
salary, everyone can use 700 euros of tax-free income per month, i.e. 8400 euros per year. A new
option is available in MyDirecto:

The employee sees their current tax-free income amount and can submit a new request to the
employer, which applies from the January 2026 payouts. A precondition for using tax-free
income is that in the ,Salaries and taxes” tab of the employee card, , YES“ is selected in
the , Income tax free” field. In order for the employee to be able to change their own
income-tax-free amount, the relevant permission must be granted under the user
permissions.
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Collecting employee requests via MyDirecto means a clear, verifiable, and secure process for the
employer — a record identifiable from the log remains of every employee's request, along with a valid
signature that meets the requirements and simplifies later verification. The income-tax-free
amount can be changed up to 5 calendar days before the start of a new month.

On the employee card you can then initiate the printout of the tax-free income application and
send it to the employee for digital signing via our Directo Digiallkirjastamine solution.

You can view and, if desired, change your tax-free income amount in the MY DATA block.
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tuuli@me.com

Arveldus

Pangakonto/IBAN Pangakonto omaniku nimi
EE184204278616626402

Maksuvaba tulu

Maksuvaba tulu saab 2026. aastal kasutada kuni 700 eurot kuus kaigi tuluallikate peale kokku. Sinu tdnane maksuvaba tulu m&ar on 654€.

| £ Muuda summat |

To change the amount, press the Change amount button. A new window opens with the following
options.

MyDirecto‘ £ Minu andmed Palga TG OU v 2}

Maksuvaba tulu

Maksuvaba tulu saab 2026. aastal kasutada kuni 700 eurot kuus
kdigi tuluallikate peale kokku. Sinu tdnane maksuvaba tulu maar on
654€, mis kehtib alates 01.09.2025.

® Arvesta seadusjirgses miiras
Arvesta minu mairas
Ara arvesta maksuvaba tulu

Soovitud maksuvaba tulu (€)
700

Kehtib viljamaksetele alates
Jaanuar 2026 v

+ Esita avaldus ® Katkesta

Calculate at the statutory rate - The maximum tax-free amount allowed by law for the current
year. In 2026 it is 700€ and for an old-age pensioner 776€. If the amount of tax-free income changes
in the following years, you do not need to submit a new application; the maximum statutory rate
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applies automatically.

Calculate at my rate - Enter your desired tax-free amount, which is not greater than the current
maximum allowed rate. Enter the amount in the Desired tax-free income (€) field.

Do not calculate tax-free income - the tax-free income is zero.

Desired tax-free income (€) - If you selected Calculate at my rate, enter your desired tax-
free income amount here.

Applies to payouts starting from - the month of payouts from which the change takes effect.

The income-tax-free amount can be changed up to 5 calendar days before the start of a new
month.

When a new tax-free income is added in MyDirecto, MyDirecto reports this with a green success
notification of the operation

MyDirecto‘ 4 Minu andmed PalgaTGOU v B3

Maksuvaba tulu | " Avaldus esitatud, aitih! .

Maksuvaba tulu saab 2026. aastal kasutada kuni 700 eurot kuus
kGigi tuluallikate peale kokku. Sinu tdnane maksuvaba tulu maar on
654€, mis kehtib alates 01.09.2025.

© Sinu uus maksuvaba tulu maar 700€ hakkab kehtima alates
01.01.2026.

@® Arvesta seadusjirgses mairas
Arvesta minu midras
Ara arvesta maksuvaba tulu

Soovitud maksuvaba tulu (€)
700

Kehtib viljamaksetele alates
Jaanuar 2026 v

s

+ Esita avaldus ® Katkesta

and in Directo a Tax formula end date is created on the valid income tax row (the day before the
new start) and a new valid income tax row, which has the new Tax formula start filled with the
selected start date and the Tax free field filled with the rate selected by the employee.

The result is as follows:

Taotaja andmed Toosuhe ja puhkused Toétasud ja maksud Haridus ja oskused Varad Uuringud Lisaviljad Menetlus Seadistused

Arvestuse andmed Todtasu Kohtutgituri arestid Maksud
RIx[=EE=
Nr ~ [J < Maksuvalem # Valitud < Maksuvalemi algus ~ Maksuvalemi lopp +~ Maksuvaba ~ Maksuvaba algus
Ots Ots >| Ots | > Otsi 2] | B2 Otsi || 2| Ots ]
6 | SOTS - Sotsmaks
7 | SOTS_TV - Tédveimetuspensiondri sotsmaks a
8 | T1 - Isiku tootuskindlustus
9 | T2 - Firma to6tuskindlustus
10 TULU - Tulumaks 01.09.2025 31.12.2025 654
11 TULU - Tulumaks 01.01.2026
12 TULU_P - Tulumaks vanaduspensionieas (]
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If the following message appears, then the Income tax free option on the employee card is
on No or there is no valid income tax formula.
Maksuvaba tulu

Sulle ei ole praegu maksuvaba tulu rakendatud. Seda seadistust ei saa iseteeninduses muuta. Kui soovid maksuvaba tulu rakendamist v6i
summat muuta, palun véta ihendust oma HR-spetsialisti voi palgaarvestajaga.

Tax-free income application

We also added a default printout to the employee card where the employee's signature can be taken
if needed, if the application is desired to be digitally signed or on paper. The printout takes the new
tax-free income info entered by the employee from the Tax free field and the start date from the
start field. Read more about inviting for signing on the Directo Digital signing page.

By default the printout only takes into account the tax formulas TULU and TULU_P. If you want
a printout for other formulas, you can order a paid change for your formulas.

Moo ~ BE kopeeri - P Manused (2) PIMeili - O Triki -~ S Manusta pdf fail »
To6tajakaart TUULI_TEE Il To0leping
[l Tasulepe
Lisa clemasolevale tootasu arvestusele
B Maksuvaba tulu avaldus »
- - . L Loo PDF ctrl+kdikdc
Nimi Eesnimi Perekonnanimi Tuli tooe -
Tuuli Tee Tuli Tee 01.09.2025 Naita eelvaadet snifi-kikk
Ametikoht Osakond Objekt
Senior tootmisspetsialist 3Manufactory
Juht Grupp Lahkus todlt Puhkuse jadk
Juhan Uus MYDIRECTO v 712
Pension

Tostaja andmed Tédsuhted ja puhkused Tootasud ja maksud Haridused ja oskused Varad Uuringud Lisavaljad Menetlus Seadistused
Tédsuhted Puhkused Korrigeerimised

Summaarse arvestuse eriseadistus

Todaja summeeritud

arvestuse periood Todaja summeeritud
kuudes arvestuse alguskuu Todaja arvestus
3 v 1 v | | Jah v
Nr ~ [] | # RV .~ Tiiip # Etapp |+~ Leping *  Alguskp. » Lépp ~ Lop.% # Koorm # Puhku| ~ Taiendav |~ Osakond *~ Amet
3 Ot |3 Otsi Otsi ¥ Otsi ¥ Otsi |2 O3 Otsi ¥ Otsi || ¥ Otsi ||| Otsi »| Otsi 3| Otsi Q
1 1 Leping tahtajatu v Leping v |448/2024 01.09.2025 v 1|Jah v ] 3Manufa ¥ |SEN_MANU

Income tax free No -> Yes

If the Income tax free option has so far been on No on the employee card and now tax-free
income is desired to be calculated, then Income tax free should be changed to the Yes option.

https://wiki.directo.ee/ Printed on 2026/07/17 20:47


https://wiki.directo.ee/_detail/et/maarika20251213-230439.png?id=en%3Amydirecto
https://wiki.directo.ee/et/digiallkirjastamine
https://wiki.directo.ee/_detail/et/tiiukyt20251202-161714.png?id=en%3Amydirecto

2026/07/17 20:47 19/28 MyDirecto

Y Uus »  ¢Pcalest: BfKopeei ~ (0 )sta T Kustuta P Manused [ Meili ~ G Troki ~ A Manusta pdffail  Puudumiste aruanne

Tootajakaart TUULI

Nimi Eesnimi Perekonnanimi Grupp ¢
Tuuli Taht Tuuli Taht MYDIRECTO v
Objekt Osakond Ametikoht Juht
TALLINN turundus Andmeanallilsi tippsg Mari Kuusk
Keel Lahkus t&dit Pension Puhkuse jadk

Q 24778

Tootaja andmed Tobsuhted ja puhkused Tootasud ja maksud Haridused ja oskused Varad Uuringud Lisavaljad Menetlus Seadistused

Arvestuse andmed Tadtasu Kohtutaituri arestid Maksud

Tulumaksuvaba Sotsiaalmaks Lisa objekt Lisa projekt

Jah v | Alamméira pealt v Q Q

In addition, the taxes section on the employee card must be changed.

On the income tax row, mark the Tax formula end date and Tax free 0 so that the past remains
without income tax exemption. On the new income tax row, add Tax formula start and also the
desired tax-free amount. If tax-free income is not desired to be used, then leave the Tax free field
empty, in which case the maximum free amount applies.
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Toéotajakaart TUULI Viimati muutis SUPER (22.12.2025 kell 17:03:28) 9

Nimi Eesnimi Perekennanimi Grupp &

Tuuli Taht Tuuli Taht MYDIRECTO v

Objekt Osakond Ametikoht Juht

TALLINN turundus Andmeanaliilisi tippsg Mari Kuusk

Keel Lahkus t&olt Pension Puhkuse jaak

Q 24.778

Togtaja andmed Toosuhted ja puhkused Tootasud ja maksud Haridused ja oskused Varad Uuringud Lisavaljad Menetlus Seadistused
Arvestuse andmed ~ Toctasu  Kohtutsituri arestid

Nr ~ []  # Maksuvalem r"VaIitudl)' Maksuvalemi algus ~ Maksuvalemi lpp < Maksuvaba |/" ' ba algus  ~ k balépp < Kulu ~ Kohustus
Otsi Otsi 3| Otsi B> otsi [e=]| B Otsi ||| Otsi B2 otsi B> otQj2| otsi Q

@]

AY - Ametitihing 1%

1

2 P2 - Pension t6&taja 2%

3 P4 - Pension t5&taja 4% O

4 P6 - Pension tddtaja 6% ]

5 SOTS - Sotsmaks v

6 SOTS_TV - Tosvbdimetuspensionari sotsme 0O

7 T1 - Isiku toétuskindlustus

& T2 - Firma t&&tuskindlustus

9| TULU - Tulumaks 31.12.2025 0
10| TULU - Tulumaks 01.01.2026

(]

11 TULU_IN - Tulumaks 1l sambasse

(]

12 TULU_P - Tulumaks vanaduspensicnieas

Documents

Documents attached to the employee card are also visible to the employee in MyDirecto and it is
possible to download them again from there.
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MyDirecto Proceeding

MyDirecto Proceeding is a mobile-friendly solution for quickly proceeding documents, but it
can also be conveniently used on a computer. It allows users to sign or reject documents without
logging in to Directo or using a computer.

Currently, in MyDirecto you can proceed purchase invoices and expenses

Row-based proceeding is not available in MyDirecto.

Entering MyDirecto Proceeding

You will find MyDirecto Proceeding in the MyDirecto environment. MyDirecto is an environment
aimed at company employees for conveniently managing their own data. You can log in to MyDirecto
using ID login (ID card, Mobile-ID, Smart-ID) at https://my.directo.ee. You can add the MyDirecto
Proceeding link to your mobile home screen or as a bookmark to quickly access MyDirecto
Proceeding.
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If you use the email notification procedure, then click the link Proceed in MyDirecto directly in
the email. The email is sent when MyDirecto is active in the base and for the user. If you are also a
Directo user, then the email also contains a direct link to the Directo Proceeding report. If the setting
~Proceeding notification does not send direct references to documents” is set to ,NO“ (General >
Confirmation precondition > Proceeding), then the email also contains direct references to each
purchase invoice separately.
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Directos on dokumente, mis vajavad sinu sekkumist Menetle MyDirectos

Ostuarve: 100024 (654) Hankija: 1002 Dog Demo Tas. aeg: 28.01.2025
Ostuarve: 100025 Hankija: 1003 CAT Demo Tas. aeg: 03.02.2025

Ostuarve: 100033 (100038) Hankija: 1015 Farm Demo Tas. aeg: 07.03.2025
Ostuarve: 100087 (100048) Hankija: 1015 Farm Demo Tas. aeg: 11.03.2025
Ostuarve: 100100 (6565) Hankija: 1013 Kaseke AS Tas. aeg: 09.04.2025

What can the user do in MyDirecto Proceeding?

e See documents directed to them for signing
e Sign documents

* Reject documents with a comment

e Move between documents

e Search and filter documents

|
* The content of documents cannot be changed (e.g. changing the account,
object, project, etc.).

Only those documents where the user is designated as a signer are displayed.

If you have multiple bases in MyDirecto, you can switch bases quickly without logging in again. This
means you get immediate access to another company's Proceeding, which makes switching between
bases very convenient.

MyDirecto DEMOBAAS ~ [
DEMOBAAS

Menetlus

— Kdik dokumendid — v Ostuarve 100408

Otsi Tdhtaeg: 08.01.2025 = Aeg: 01.01.2025 Hankija arve nr: 45574 | Objekt: GARAAZ1

MyDirecto Proceeding settings

Read the guide on how to take MyDirecto into use.
Read the Proceeding guide, since the same rules apply for using MyDirecto Proceeding.
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Watch the tip video on configuring proceeding:

You will find the settings specific to MyDirecto Proceeding here:
System settings > General settings > MyDirecto settings.

e Here you can choose which purchase invoice fields are displayed in the Proceeding detail
view.

MYDIRECTO SEADISTUSED

MyDirecto kinnitatud puudumist saab ei @ jah
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nagemiseks

MyDirecto siindmuste ajaline jarjestus ® Algus [caslamizelaey
® . jah

MyDirectos ndidatakse siinnip&eval vanust

e The user or user group must have the Proceeding report permission added. Read more
about configuring report permissions.

Kasutajagrupi diguste muutmine "Superkasutaja” Vaata muudatuste logi  C2) Kopeeri teise grupi digused v
Dokumendid Seadistus Muu
Uldine
Aruanne Mésdramata Keelatud Oma Laiendatud Kéik
Manused L
Toimingud ®
Kliendi varad [ ]
I Menetlus ® I

e Under the purchase invoice fine-tuning, the attachment preview must be enabled, since
otherwise the document preview is not visible in MyDirecto either.
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How MyDirecto Proceeding works

Watch the tip video on how to proceed invoices on a smart device:

Document selection

In the Proceeding header you can select which documents are displayed:

¢ All documents (default)
e Purchase invoices
e Expenses
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Proceeding views

Documents are displayed in two separate views:

e Not proceeded
e Proceeded

Invoices are ordered by due date, starting from the oldest.

MyDirecto MyDirecto

Menetlus Menetlus

- Kdik dokumendid - v - Kaik dokumendid - v

LS|

Menetlemata

—
Kulutus 100043

denatletu
Menetletud | I Menetlemata Menetlotud

Kulutus 100025 I

Mari Gtles, et seda me kinni kiill &i maksa Kulutaja nimi

Kulutaja mimi AUB9TE
Tasuda 2932.88 EUR
Aeg 01.01.2025

Tazuda 122.00 EUR
Asg 12.02.2026

Kulutus 100026 5
Kulutus 100044 Kulutaja nimi Vilja

Kulutaja nimi AUG9TE
Tasuda 2688.88 EUR

Search and filtering

Tasuda 122.00 EUR
Aeg 12.02.2026

Documents can be searched and filtered based on all data. This allows you to quickly find a specific

document from a large list.
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Document detail view

Pressing on a document opens the detail view, where the user sees:

¢ the document's PDF (tab 'Invoice')
¢ the table of the document's data (tab 'Data’)

In this view you can:

e sign the document
e reject the document (by adding a comment)
e move to the next or previous document

The table's ,,Total amount” row shows the amount excluding VAT. If a prepayment has been used in
the settlement, a separate row ,,Prepayment* is displayed, which reduces the invoice balance.
»Total VAT“ is shown on a separate row. After the data table, you can see which users have already
signed the invoice or rejected it (along with the comment).

At the bottom are the Proceeding action buttons:

e Arrow up - you can move directly to the next invoice

e Thumb up - signing (a green record is created)

e Speech bubble - adding a comment for the purpose of rejection
e Thumb down - rejection (a red record is created)

e Arrow down - you can move directly to the previous invoice

Once an invoice is signed or rejected, it moves to the 'Proceeded' tab in the invoice list view and
remains there for 1 month or until the purchase invoice is confirmed. Once an invoice is
signed or rejected, the next invoice to be proceeded automatically comes up. If an invoice is signed, it
can also be reversed. To do this, find the invoice on the 'Proceeded' tab and press thumb down, which
creates a rejection.
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If the invoice PDF preview is not displayed, then in the user or user group permissions you must add
the ,View" permission for Attachment adding under the Settings tab.
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Single and mass proceeding

Single proceeding
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Documents can be proceeded one at a time. After each confirmation, the user is automatically
directed to the next document.

Mass proceeding
At the end of the document list there is a ,,Confirm all (n),, button.

e The number in parentheses on this button shows how many documents are currently actually
signable.

* Mass confirmation applies only to those documents whose detail view has the thumb active,
i.e. the user has the necessary points to sign them.

Ostuarve 100408

Imelikud hinnad

Hankija Call Demo
Saldo 100.00 EUR
Téhtaeg 08.01.2025
Aeg 01.01.2025

5 Kinnita koik (9)

Sequential and parallel proceeding

In MyDirecto, both of the following work:

e sequential proceeding
e parallel proceeding

In addition, the setting works: ,In sequential proceeding, proceeders are displayed in chronological
order (instead of the usual point weight)“

®*  Row-based proceeding is not possible in MyDirecto.

Substituting a proceeder

¢ The substitute must have as many or more points than the person being substituted
e |n practice this means that a superior can proceed on behalf of a subordinate
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