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APPROVAL ON THE MOBILE
APP MANUAL

Business World (M7)

This manual will allow you to approve and reject invoices on Business World (M7)



App Set-up

Download the Unit4 Tasks App from the App Store to your mobile device

Unit4 Tasks

What's new

Opening the Tasks App

Open the app and you will see the screen below prompting for a URL.

1150 @

UNnIT4 Task

Please enter the URL address and verify the connection

https://ubWAunil4c|0udcom/ieﬁcitfprodfw

CONTINUE

Copyright © 2011-2020 UNIT4 N.V. and/or its group
companies. All rights reserved

Third-party notices
Privacy policy
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Enter the URL https://ubw.unit4cloud.com/ie mtu prod webservices/service.svc and click
continue.

The URL only needs to be entered one. The app will save the link for future logins.

Login
You should now see the Unit4 Tasks login screen. Enter the same credentials as you would
for Web Agresso.
Please enter and verify your Business World
credentials:
Username
Client L
Password
1l (=) <
Tasks Area

When there are invoices awaiting approval, they will appear in a list on the Tasks App home screen.
Invoices will be grouped together under one heading. Click to expand
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Invoice

Invoice 1 3

OFFICE DEPOT

Step

Due date
InvoiceNa
TransactionMo
Description

To be approved
Total invoice amount

ABC TAXIS

Step

Due date
InvoiceNo
TransactionNo
Description

To be approved
Total invoice amount

13

App Inv

01/12/2019
975906664

1282887

PRINTER CANON - M/H
03/11/2019

787

7871

Approve Supplier Invoice
30/11/2019

18087

1282977

SEPT TAXI - M/H
04/11/2019

3,798.40

3,798.40

INSTITUTE OF TECHNOLOGY TRALEE

Step

Due date
InvoiceNa
TransactionNo
Description

To be approved
Total invoice amount

Ll @) < 1

Approve Supplier Invoice
01/12/2019

011118C

1282868

GROUP INVOICE
CR_OCUAR_7_BA CULI...
882.47

882.47

@] <

Select an invoice to approve. Details such as the invoice date, supplier and amount are displayed.

**Please note, for Purchase Order Invoices, the Requisition Name and Number is not available on

the App.

11:25 Gd

< Invoice

OFFICE DEPOT

Due date 01/12/2019
InvoiceNo 975906664
TransactionNo 1282887
Description PRINTER CANON - M/H

03/11/2019
To be approved 78.71
Total invoice amount 78.71

The invoice is sent for approval due to the value of the
invoice amount. Please check and take action.

Invoice date 01/11/2019
Currency EUR
Curr. amount 78.71
Amount 78.71
VAT amount 14.72
OrderNo 295231
Period 201911
Client LI

APPROVE

I © <
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Swipe to the right to view the invoice image. You can download by clicking on the invoice image

Invoice

Documents

P0_201911011153067211298 tif 01/01
APPROVE

I O <

Approve Invoice

The approve button is on the bottom right of the screen. Click to approve. You have the option of

entering a comment but it is not mandatory. Once completed, the invoice will be stamped as
approved.

11:26 @ 1126 Gd

<  Approve < Invoice

Add Camments OFFICE DEPOT

OK for payment
Due date 01/12/2019
InvaiceNa 975906664
TransactionNo 1282887
Description PRINTER CANON - M/H

03/11/2019
To be approved 78.71
Total invoice amount 787
The invoice is sent fo due to the value of the
invoice amount. Plea: nd take action
Invoice date o/11/2018
Currency EUR
Curr. amount 78.71
Ameunt 7871
VAT amount 14.72
QOrderNo 295231
Period 201911
Client u
APPROVE
1] @) < L] (@] <
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Reject Invoice

When you have an invoice selected, but want to reject it, click on the two dots on the top right of
the screen. This will display the reject option. Once selected, you are prompted to enter a
comment. This is mandatory. The invoice will then be stamped as rejected.

1148 @ oA E 80% 1148 @ 11:48 @ AT 90%E

< Invoice < Reject < Invoice

Add Comments *
ABC TAXIS ABC TAXIS

goods not received
Due date 30/11/2019 Due date 30/11/2019
InvoiceNo 18087 InvoiceNo 18087
TransactionNo 1282977 TransactionNo 1282977
Description SEPT TAXI - M/H Description SEPT TAXI - M/H

04/11/2019 04/11/2019

To be approved 3,798.40 To be approved 3,798.40
Total invoice amount 3,798.40 Total invoice amount 3,798 40
Invoice date 31/10/2019 Invoice date 31/10/2019
Currency EUR Currency EUR
Curr. amount 3,798.40 Curr. amount 3,798.40
Amount 3,798.40 Amount 3,798.40
VAT amount 0 VAT amount 0
QOrderNa 1] OrderNo 0
Period 201911 Period sected 201911
Client u REJECT client Rey u

< received receives receive

[N BN BN T S BON N RSN N
. ¥ nr
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