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How to use ‘Coding templates’
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1. How to use ‘Coding templates’

If the fields in several of your invoices must be filled in with the same information, you can
consider creating a template. Note: The template will cover all the fields including the fields
which have been filled in by the invoice assigner (‘Konto’ (Account), ‘Delregnskab’ (Divisional
financial statements) and ‘Moms’ (VAT)).

If you want additional information, assistance or to know more about ‘Coding templates’, please
contact kreditorhotline@au.dk.

Note: If the invoice is split into more than one line e.g. with VAT and without VAT, you should not
use a template, because a template will overwrite the original accounts/field information.

Click ‘Coding templates’

Confirm acceptance Reject acceptance Forward VIRl & Coding templates

Confirm match

Coding templates

[ Notseced I vse | eait | create newtemptare

You now have three options:

Click ‘Use’. You can now select an existing template from the list in the ‘Coding templates’ field.
Click ‘Edit’. You can now select an existing template from the list in the ‘Coding templates’ field
and edit it.

Click ‘Create new template’. You can now create a new template, see detailed description below.
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1.1 How to create a new template
Click ‘Create new template’

Cancel Save Split Merge Multi-coding

A\ A valid name is required in order to save.

Name* Description

Lyreco office furniture
L] Edit Document text Share in % Konto Delregnskab Moms-prod
O s kontorartikler mv 100.0000 3240 & 18 108

In the field ‘Name*’, you can write a relevant name for your template e.g. the name of the
supplier.

In the field ‘Description’, you can write a relevant template description.

Click the ‘Edit’ icon to access the invoice line fields.

Cancel Save Split Merge Multi-coding

A A valid name is required in order to save.

Name* Description
Lyreco office furniture
L] Edit Document text Share in % Konto Delregnskab Moms-prod
Document text Share % Konto Delregnskab
0 Mo kontorartikler mv 100.0000 3240 = I [ |
Sag Sagsopgave Moms-prod
16303 - @konomisekretarizn 52301 - Anden drift n 1 - Kebsmoms, varer n

Fill in the field ‘Sag’ (Case) and then the field ‘Sagsopgave’ (Case task).

You can change the ‘Document text’, if you want the same text when you use the template.
Click the ‘Save’ icon to save the line.

Click ‘Save’ and you will return to the invoice line and the template window will be closed.
Click ‘Cancel’ if you do not want to create a template and want to exit the template window.
For further information about ‘Split’, see the user guide on ‘How to split invoice lines’

For further information about ‘Merge’, see the user guide on ‘How to split invoice lines’

‘Multi-coding’ is not used, because there is no connection between ‘Sag’ (Case) and ‘Sagsopgave’
(Case task).
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1.2 How to use a template

This is how you use your templates:

Confirm acceptance Reject acceptance Forward WIESELN & Coding templates

Confirm match

Coding templates

FE—| T (T G

L] Code  In process by Status From

To

Fiona F
acceptance &)

v info -k Va d Rasmus Peter Rasmussen U,

In the field ‘Coding templates’, you can select the template you want to use and click ‘Use’.

If you want to use the same template for several lines, remember to check the boxes of the
relevant lines.

Confirm acceptance Reject acceptance Forward UITEL L &' Coding templates Undo split Document text

Confirm match

Coding templates
Lyreco

O The coding template was used for 1 line(s).

Gross
L] Code  In process by Status From Comments O
amount
‘ .- Va To ) § =
¥ infa B[S pL 4 Rasmus Peter Rasmussen U. Fiona Finsen 1 =1 6,561.25

acceptance E)

The invoice line now contains the template information.

Page 3 of 5



AU Finance and Estates Project
v Development

AARHUS UNIVERSITY How to use ‘Coding templates’ Financial Control
13-06-2015

1.3 How to edit a template
This is how you delete or edit a template:

Confirm acceptance Reject acceptance (VT iEeelea:f] & Coding templates

Confirm match

Coding templates
Create now template

] Code In process by Status From
- L . e e To .
[+1 info 1t S G K Rasmus Peter Rasmussen U. acceptance Genni

In the field ‘Coding templates’, you can select the template you want to edit, then click ‘Edit’.

Cancel Save Delete this template Split Merge Multi-coding
Name* Description
Lyreco ‘ office furniture
I Edit Document text Share in % Konto Delregnskab Sag Sagsopgave Moms-prod
O .“ kontorartikler mv 100.0000 3240 B2 18 16303 & 16303,52301 &) 18

Click the ‘Edit’ icon, if you want to edit field information. For further information, see the section
‘How to create a new template’.

If you want to delete the template, check the box of the relevant template and click ‘Delete this
template’.

Confirm deletion of this template

Name* Description

Lyreco office furniture
[] Edit Document text
[] .'_. kontorartikler mv

Then click ‘Delete’ to confirm that you want to delete the template.

Click ‘Cancel’ if you do not want to edit the template and want to exit the template window.
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For further information about ‘Split’, see the user guide on ‘How to split invoice lines’
For further information about ‘Merge’, see the user guide on ‘How to split invoice lines’

‘Multi-coding’ is not used, because there is no connection between ‘Sag’ (Case) and ‘Sagsopgave’
(Case task).
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