Monthly Tips and Tricks

1 Accounts descriptions in Basware

In the Basware Thin Client application users can view accounts descriptions such as cost centres,
projects or natural accounts descriptions. Users can also create their own list of favourite accounts to
choose from.

1.1 How to view accounts descriptions and select account codes

Review Forward | Invoice Cancellaion Request | Retun | SideStep | \_:D \3)
1| Received Invoices - lvana Situm-Bancevic KAt n[PIH @S wle (=S
_J Ledger Supplier Supplier name Invoice Number Invoice Amount Invoice Type Invoice Date
3 1. FUST 010804 COUNTRY HEALTH SA LOCAL HEALTH NETWORK 10088537 120146 APBIN 13/07/2011
[F1 % 2 Fuer 015421 SOUTHERN ADELAIDE LOCAL HEALTH NETWORK 10125674 188205 APBIN 1010212012
4
&
;
D -
! ILast comment written by vana Situm-Bancevic, 16/08/2013 1255 42 PM
i] ® please code
Invoice History =~ Basic Data Comments(6) = Aftachments(0)  Set Informative Flow I l':no
Company Name Finance User Support Team ‘
Supplier 010894 S
Supplier name COUNTRY HEALTH SA LOCAL HEALTH NETWORK (‘C
invoke Date a0t = Lockinvoe ’-S'?
Net Amount 1002 24
GST Amount 100.22
Coadi
Invoice total Coding rovliotal Difference: GST:
e | cne | BEIGASE 1.201.46 AUD 100228A00 O00AUD 10922 AUD
= Lo00eT Enty Cﬁ&e Project  Account [0 Number e Goie GST® GSTAmaunl  GhoUL atey  hoasrye comment
1 , B X 6L 01 82 01132 5049 120146 © 1000 109.22 1,092 24 1,092.24 1,201.46  done
Codi
oding Double click on the field that
contains the code (for example 872).
If this is not coded yet you can Co
Save | Cancel | double click on the empty filed

Cost

£2999r Entity Centre
Cod

1. = B X 6L 01 872

roject Account

01132 5049

The following screen will open where you can:

1. Search for a specific code or text
2. Add to favorites
3. Switch between favorites and the full list
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4. Remove from favorites
5. Make a selection
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[ @ IP ThinClient - Basware Invoice Processing - Windows Internet Explorer
Favorites All
i
_ Find_| 1. To search for a code or text
enter the code or text here
and click the Find button
| Add to Favorites  Cost Centre Code  Cost Cenfre Description
m 001 Office of the Vice-Chancellor
R | 002 Vice Chancellor
ﬁ;ij 003 Marketing and Communications Office
b = 004 DVC Research
| 005 PVC International
| 006 DVC Academic
ggj > 12 To adq to ;Z:are
== favourites click on
R
53 010 the star
;{3;:2] 013 unggorendi
ﬁp;ij 014 Centre for University Teaching
ﬁp:ij 015 Centre for Educational ICT
ﬁpzj 016 Information Services Office
i gg&j 018 Southern Knowledge Transfer Partnership
s;:ﬂ;ij 019 University Strategic Fund
ﬁp:i] 022 Office of Student Engagement
ﬁéj 032 Financial Administration
L ﬁp:_lj 035 Human Resources Divisional Office
4 | m
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(=2 IP ThinClient - Basware Invoice Processing - Windows Internet Explorer - e NN X |
. Favorites All
Find
3. To switch between
| Remove from Favorites  Cost Centre Code Cost Centre favourites and the
T 871 Uniwide VP SF& full list click on the
P sD relevant tab
1 5 HRD
1] > 4. To remove from - ecearch
| . .
I =
b fﬁvourltes click on AUSAID S{Fin Se)
[ |_ﬁ the star e
1 5 ASSD
= 878 Uniwide Commercial Properties
|
|
|
|
|
I
@ IP ThinClient - Basware Invoice Processing - Windows Internet Explorer @M
Favorites All
872

—

W

872

|
Add_l[) Favorites Cost Centre Code

Cost Centre Description
Uniwide ESD

5.

To make a selection
click on description

b
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You can also view accounts descriptions in the grid. Please note that the wide
coding grid contains extra elements as it is designed for the Capital Works ledger
(CW) used by Buildings and Property.

Coding
...... To view accounts Co
| | @ descriptions click on the )
wide coding button
Ledger S
ﬂl Co d% Entity Centre  Project Account
Code
1. 8 B X 6L 01 872 01132 5049
Coding
. Invoice total: Coding row total: Difference: GST:
save | Cancel  d =l & 1,201.46 AUD 109224 AUD  0.00AUD 10922 AUD
EU éz':’g:r Entity g:ztue Cost Centre Name Project  Project Name Account Account Name
Code
1. B X bL 01 872 Uniwide FSD 00174 General Fund 5049 Student One Control
Descriptions are displayed.
Note: as the column width cannot be adjusted
by users in order to view the full description you
need to click the mouse at the end of the cell
(see the red pointer above as an example
where you need to click)
THE END
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