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PURCHASE INVOICE PROCEEDING

PURCHASE INVOICE PROCEEDING

Purchase invoice proceeding (approval), i.e. the approval round, means that the cost of a purchase
invoice is approved by the responsible person(s) before it is confirmed in accounting. The Directo
signature remains on the document together with a timestamp and can be verified later.

This page gives an overview of setting up and using purchase invoice proceeding. Detailed
descriptions can be found on the page Document proceeding.

Setting up proceeding

The settings required for proceeding are located in Common settings - Confirmation
prerequisite / Proceeding.

For the purchase invoice, at least one of the following options must be set:

e Number of points required to confirm the document.

Dokument Punktid_ Sulgemine Hoiatus Tuleviku hoiatus Keela tulevikus Punktid: Punkfide arv (menetiuse) allkinastamisest, mis on dokumendi kinnitamiseks vajalikud
Arved 0 Sulgeming: Finantsi sulgemise alguse kuupdev. Kui thl, siis arvestatakse vaikimisi sisteemiseadiz
Kanded 0 Hoiatus: Kui tSideted hoiatab kinnita nupu vajutamisel finantsi sulgemisest, jubul kui dokumendi
Tuleviku holatus: Hoiatab kinnita nupu vaputamisel, kui dokumendi kuupaey on tulevikus

Kassa likumised 0
Kassa sisse 0

Kassa valia 0

Kauba tagastused 0
Kliendi vara 0
Kulutused
Laekumised O
Lahetused O

Lao mahakandmised 0
Lachinna muutused 0
Laosissetulelud 1
Liikumised O

Keela tulevikus:

Ei luba kinnitada tuleviku kuupsevaga dokurmanta

The purchase invoice cannot be confirmed if there are not enough signatures with the required points.

\'.'|. New ~ « Confirm % Copy ~ ﬂ[ Delete (& Mail ~ @ Print ~ ﬂAnachments Fill from e-invoice ~ SMS = ﬁ |:E| hd
Purchase invoice 102267 TRaT CHANGE] DV LAURA D2 T0oTon AT (oo &Y
X

Create: (R ) Confirming failed

Suppli 2 Suppli Sunpliers invoi Document has too few Signatures 0.00 vs 1.00

upplier d‘ upplier rlame uppliers invoice (Total points from signatures)

10001348 Q Demo QU OA-76

» GENERAL INFO
“~ PROCEEDING

Add template | Add self [] Special proceeding
No Date User Proceeder Proceeder name Role Comment Actions

1 Q Signer v

> DATAFIELDS

e And/or the number of proceeders required to confirm the purchase invoice (setting
Purchase invoice proceeding mandatory number of signer role users).

Document 100%4 Count Sequential Limit 100%: Document confirming expects proceeding to be fully signed
Purchase invoice (m] B O O Count: Mandatory number of signer role users
Purchase order 0o O 0O Sequential: Proceeding takes place in sequence according to points given to users. Proceeding can be done in parallel only for users having same amount of points.
= O o 0 O Limit: User based sum limit is in use (document won't confirm unless signed by proceeder having big enough sum limit).
xpense ] L
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The purchase invoice cannot be confirmed if the required number of proceeders has not been added
to it. Saving and confirming the purchase invoice also shows a corresponding message:

__'.'g. New =~ « Confirm % Copy ~ ﬁ[ Delete [ Mail ~ @ Print ~ ﬁ Attachments Fill from e-invoice ~ SMS 2 ,“ EEI <
Purchase invoice 102267 T T P ST TS rerT
X
Gzt © Confirming failed
Proceeding does not have enough users in signer
o Py 1 SRS
Supplier c Supplier hame Suppliers invoice role - currently: 0.00, required: 2
10001348 Q Demo QU OA-76
GENERAL INFO - - x
> Unmet proceeding requirements
NAGECCEEDING Proceeding does not have enough users in signer
role. Signers: 0, required: 2
No Date User Proceeder Proceeder name Role C
1 Q Signer v

> DATAFIELDS

e And/or switch on 100% (Purchase invoice confirming expects proceeding to be
fully signed).

Document 100%¥Count Sequential Limit 100%: Document confirming expects proceeding to be fully signed
Purchase inveice Fd o O O Count: Mandatory number of signer role users
Brys e I O o O O Sequential: Proceeding takes place in sequence accerding to points given to users. Proceeding can be done in parallel only for users having same amount of points.
= O o 0O 0O Limit: User based sum limit is in use (document won't confirm unless signed by proceeder having big enough sum limit).
xpense

The purchase invoice cannot be confirmed if the proceeder(s) have not signed or have refused to
sign.

'.i. New ~ + Confirm % Copy ~ '@' Delete (& Mail ~ @ Print ~ ﬁ Attachments Fill from e-invoice ~ SMS 2 ,“ EE\ a2
Purchase invoice 102267 &= TAoT CTATICIE T LAURA (T2 o0 ar T 2
X
Create: [ Event ] © Confirming failed
Sunpli 2 Supbli Suppliers invoi Document has too few Signatures 0.00 vs 1.00
upplier & upplier name uppliers invoice T
10001348 Q Demo QU OA-76

» GENERAL INFO

~ PROCEEDING

Add template

] Special proceeding

No  Date User Proceeder Proceeder name Role Comment Actions
1 14.10.2026 10:05:11 LAURA LAURA € Laura Signer v
2 Q Signer M

Proceeding types

In Directo, purchase invoices can be processed in three ways:

» Parallel proceeding - all proceeders process the invoice and receive notifications at the same
time.

e Sequential proceeding - proceeding in order of levels: first the proceeders with fewer points
(P1) sign, then those with more points (P2), etc. Notifications are sent in the same order.
Sequential proceeding requires at least 2 proceeders.

* Row-based proceeding - proceeders take a share of the dividable sum on the purchase
invoice rows, and the code of the user who has accepted that amount is added to the row. The
last signer cannot sign until the difference of the dividable sum is 0.00.

By default, proceeding is parallel. It becomes sequential when the option Sequential is ticked
(Purchase ledger settings - Purchase invoice proceeding type).

Document 100% Count Sequential fimit 100%: Document confirming expects proceeding to be fully signed
Purchase invoice O O Count: Mandatory number of signer role users
Purchase order O o ] O Sequential: Proceeding takes place in sequence according to points given to users. Proceeding can be done in parallel anly for users having same amount of points.
= O o 0O 0O Limit: User based sum limit is in use (document won't confirm unless signed by proceeder having big enough sum limit).
xpense
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Purchase invoice proceeding becomes row-based without exception if the setting Purchase
invoice proceeding is row based is set to Yes.

Setting up proceeders

A proceeder can be any user who has Points set on the purchase invoice row in the user or group
rights. Points determine the proceeding level. A user without points cannot sign the invoice.

Change user rights "Laura" View changelog

Documents Reports Setting Other

@ Delete row

[J NO Module Name How Browse Columns View Add Direct Change Delete Confirm Attachments  Folders  Print Paints

O 1 | oane Purchase invoices al - Il = Confirmed » O Vs E IE
—

See also how to set a proceeding substitute for holidays or give a proceeder additional rights, e.qg. to
change proceeders or receive notifications about refusals.

Adding proceeders to a purchase invoice

The person entering the purchase invoice can add proceeders manually, or adding proceeders can be
automated with the following options:

e Default proceeders - on the employee card, you can define the conditions under which a
specific employee is added automatically to different documents that go through proceeding.

e Supplier-based proceeders - proceeding set on the supplier card is applied automatically to
the Purchase invoice, Purchase order and Stock Receipt when a document with that supplier is
saved.

* Proceeding templates - proceeding templates let you predefine sets of proceeders that can
be added to a document in one step, or that are applied automatically based on the object.

Proceeding

The proceeder can review documents in proceeding and add or change their decision:

e directly on the document in the PROCEEDING section
e in the Proceeding report
¢ in the MyDirecto proceeding solution

Refusal

When refusing, add a comment about the reason for refusal and the necessary changes. In sequential
proceeding, a refusal may stop the proceeding order. In that case, after the corrections, the refusal or
the signatures must be cancelled. Read more: Refusal.
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Removal of signatures

If a field set in the setting Purchase invoice fields which will reset proceeding
(signatures removed) upon changing is changed on the invoice, the signatures given are
removed and the invoice must go through proceeding again. Read more: Invalidating proceeding.

Special cases

¢ Purchase invoice linked to a purchase order - a purchase invoice created from a purchase
order that has already gone through proceeding can be confirmed by the automatic
confirmation proceeder if the invoice amount stays within the allowed excess. Read more:
Proceeded purchase orders and purchase invoice not going through proceeding.

¢ Credit invoices - proceeding of invoices with a negative amount: Credit invoice proceeding.
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