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Reviewing

Introduction

This guideline describes how to use the portal as a reviewer of supplier invoices and
accounting orders.

More information is available at the The staff portal under Services and Support in the
Financial administration and Financial System section, Raindance

Portal access:

The Raindance portal can be found at:
https://uu.raindancesaas.se/rp/faces/portal/login/login.xhtml

Login

After you have entered the web address in your browser, the following login page will be
shown:

e User Enter your UpUnet-id according to the UU
Authorization system

e Password Password A

e Company Leave blank

e Press Enter or click the OK button

Ky Raindance

anvandare [ ]

Losenord
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Log out

To log out of the system, click the command in the upper right-hand corner of the
picture.


https://uu.raindancesaas.se/rp/faces/portal/login/login.xhtml
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Language
You can change the language of lead texts and headings. To change language to English

click the button [y settings [from the Inbox
Accounting order (1) | My print outs

a s
O Rush Invoice = D Name Amount Curren.. | Waited Due Authorise last

10457339 107653 Real Time Solution... 293.00 SEK 82 -80 02/03/21

Classified Circulation Print invoices @ Change company Signing CodefAuthorise

And then go to tab User and change Language to English, and press the Save-button.

Settings: Eriksson Edrun (EDRUNES)

Inbox ﬁ.bse

Name Eriksson Edrun Authority group
User EDRUMES [nherit from autl
E-mail edrun.eriksson@uadm.uu.se Central

Central Group | 736 - Avd f ekonomi o upphandling Language Settir

@Enqnsh - D

The change will apply from the next login.

My inbox
When you have logged into the portal you will get to My inbox. If you have chosen

another start page you will get to My inbox by clicking on the *

The inbox displays the invoices and accounting orders that have been circulated to you in
separate tabs. Choose tab for what you want to review, and then double-click on the
invoice/accounting order. See more information under the respective episode.
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My inbox (Back Mattias)

a2

O 10319733 68777 Nets Sweden AB 937.50 SEK 409 -380 In circulation *

Validate/review supplier invoice

For an invoice to be approved it first has to be coded and validated. At least two different
individuals should have handled the invoice before it can get approved/definitive.

e Check that the delivery of the goods has been executed/that the service has been
carried out and that everything correspond with the order.

e Compare the invoice with the information in the box on the right hand side of the
invoice image. Check that all information such as supplier, payment terms,
invoice amount, VAT amount, supplier message, etc. are correct

e For E-invoices you can click the button to view more information than is
available on the invoice image.

e If you wish, you can minimize other parts of the window in order to make more
room for the invoice image; see the double rings in the picture below.

e |If something is wrong with a supplier invoice, please contact the financial
administrator on your department.

e To read the information in the Message function, click the pen icon. If the
button is color marked there is a message there. To add a message, use the same
function

e Ifthe button [Blfor the Open/Attach document function is color marked, there are
one or more documents attached to the invoice. To add a document, use the same
function

e If you wish to investigate the invoice before it is validated, you have the
possibility to flag the invoice as under investigation via the Circulation tab, see
the picture on page 7.
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Validation

e When everything is on order, click in the box next to Kontrollattest, see the
dotted circle marked below.

e Click on Next invoice or read about more options in the text about circulation of
invoices below.

My inbox Signing Query & Analysis Centre

Nets Sweden AB
68777

o znict —

nets:: izl P
AL T =

Parajett AB, Box 63, 261 22 Landskrona Forfalodatum 05.02 2020

MNets, clo
AU TR0 RN

Invoice 10319733
Invoice date  06/01/20
Due date 05/02/20
Amount 937,50

VAT 187,50

Currency SEK
An AR10.4443

Er referens: 736000

Circulation PCY TN
Nd ®

=0
N /A
te 07/01/20 o 10319733 Text Nets Sweden AB Slutk 10319733" Qs 750,00 S @
»
0 Bes LnType [0} xONTO PROJE ORG fsn. Lt MOTP- FINANS KALLA- Utfall  Perioc To Per L_u

Kostn 529999 LASFS

»

>

K«

K> dBHO B2 S

Validate/review Accounting order

For an accounting order to be approved/definitive, it first has to be approved by at least
two different individuals. On the accounting order you can see that it requires two
approvers as there are two columns for the approvers.

Review

e Read any information in the box, Temporary message.

e Above the coding line, the button [*1 shows. To get an explanation to a line,
mark it and click the button. A new window will appear and show descriptions
to the codes on the line.

¢ Read any information in the message function. If the button is color marked
there is a message available. If you want to add a message, you use the same
function.

e Ifthe button for the Open/Attach document function is color marked, there are
one or more documents attached to the invoice. For accounting orders there
usually should be a back-up document attached. To add a document, use the same
function
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Verify
Verifying can be done for a single line or for all lines in an accounting order.

¢ In the coding window above the coding lines there is a stamp . If you click on
the stamp all lines will be authorized at the same time. The authorization will be
visible as your signature in Raindance will replace the stamp in front of every
line. See picture below.

e To authorize one line at the time, click on the stamp before the line.

e One accounting order can be split between several entities. In that case, the
responsible approver at each entity will authorize each coding line.

*
My inbox Signing Query & Analysis Centre
Accounting order

Voucher heading Temporary message

EBLEXT  BoF lokalt extern 18/11/20 100308 Not approved In this field inform
information wi

Test

can be changed by everybedy that has
Allocation authorization to the this accounting order

Key 2

Bes 3 LnType [[] KONTC PROJEKT- ORG VSH AKTIV- MOTP- FINANS KALLA- Utfall  Line text
omfi 52310 235300010 235 210 529999 EBLEXT 10000,00 Test
omf 56110 235300010 235 210 529999 EBLEXT -10000,00 Test

>

omfw EBLEXT

K«<

< > 10000,00 10000,00
Bl S Correc History Signing New Canc: Nex Code ling

Remove authorization
You can remove authorization on one or several lines as long as the accounting order
doesn’t have the status definitive. To remove the authorization for all the lines you have

authorized click the (%] button. To remove authorization on specific lines, click on your
signature in front of the line you wish to remove. When the authorization is removed on
a line the symbol for authorization is visible again instead of your Raindance signature.

Circulation

After an invoice has been validated it must be circulated on to the next person in the
invoice flow. This may be done in either of the following ways:

e When you have been working on an invoice it gets circulated automatically based on the

circulation template when you click on
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The invoice is circulated manually through the Circulation tab. Start by removing
yourself from the circulation by clicking the dustbin to the left of your signature.

If the invoice is to be highlighted as urgent, choose the @ button.

Then indicate to whom the invoice is to be circulated by inputting the user’s signature
or search for the user with the magnifying glass, see below under “Searching for users
or template to circulate invoices”.

If something is to be communicated to the person the invoice is circulated to, a
message (maximum 30 letters) can be added on the line. Then press enter and the
invoice is circulated to the selected user/template. After that click on the button

For investigation Urgent

a
coang [T Alsén Anna - 4 =3
Lidin Anna *
Naslund Anna Maria parallel » | |@) |2
Qureshi Anna *
Order Norrman-Hedenmark Anna Name Message Status

o

Hansson Anna * - Anna Ekonom In circulation o}

.e B
Searching user to circulate invoice

A user or a circulation template can be searched by choosing one of the alternatives
below:

Search in the field User by searching on the user’s name. As the name is written a
list with accessible users appears.

Click on the magnifying glass to the far left in the circulation tab and a window is
open with three tabs.

In the tab Inboxes all users in your group are listed. This list can be sorted by clicking
on the header you want to sort by. You can change group to search for users in other
groups. You can also choose “All groups” to see all users. Users who are financial
administrators are marked with a * after there name. To pick a user, double-click on
their names/signatures and they will be transferred to the circulation function.



