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Four-Eyes Approval Management

To manage changes in master data tables in Microsoft Dynamics 365 Business Central, ProFacto is offering an approval
management solution, where changes will be logged, and an approval must be completed by a supervisor with
mandate to do so.

Areas covered by ProFacto Four-Eyes Approval are:

e G/L Account

e  Customer

e Vendor

e [tem

e  Bank Account

e Customer Bank Account
e Vendor Bank Account

e Dimension

e Dimension Value

The assisted setup will easily guide you through setup of ProFacto Four-Eyes Approval. Select the master data you
want to be handled by the approval management and the solution is ready to use.

Changes are automatically detected and will be logged in the Four-Eyes Approval Log. The log gives you an overview
of created or updated records.

Dynamics 365 Business Central
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Setup

Under Assisted Setup you will find an assisted setup to guide you through activating ProFacto Four-Eyes Approval.

Go through the steps and select the areas to be handled by the approval management solution.

In the final step you must mark the field Activate Approval Flow to enable approval management.

FOUR EYES APPROVAL SETUP /‘ ><

33

WELCOME TO FOUR-EYES APPROVAL SETUP
Activate Four-Eyes Approval on modifications to G/L Accounts, Items, Viendors,
Customers and Bank Accounts,

LETS GO!
Choose Next to setup Four-Eyes Approval

FOUR EYES APPROVAL SETUP /‘ ><
X

Mark the record type you want to block when fields in records are created or updated.
G/L Account &

tem I(CHED)]

Bank Account [ o]

Dimension ':.::'

N

Dimension Value

. -

Now changes in the selected areas are logged.
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Example of logged data

Assume Bank Account is selected in Four-Eyes Approval Setup and Four-Eyes Approval is activated. Then changes to
bank accounts are logged. After the Bank Account is modified the account is blocked. The user can see the changes by
selecting Show Changes on the Bank Account Card.

Dynamics 365 Business Central
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The latest changes are displayed. By default, the changes since the latest approval or rejection are shown.
The user who made the last change cannot approve the changes.

In the Show Changes page four buttons are available.

e Approve
Approving changes — The Blocked field will be rolled back

e Reject
Rejecting changes — The Blocked field will be rolled back. Changes will be rolled back
e Showall

Show all changes logged for the current record. Including approved and rejected changes
e Show data to approve
Limit with to show unapproved records

When approving or rejecting, the Blocked field will be left in the state it was in before the approval sequence was
initiated.

A similar functionality is available on all the other master data cards covered by Four-Eyes Approval.
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Overview

To get an overview of the logged changes you can go to the Four-Eyes approval log.

€ TELL ME WHATYOU WANT TO DO

o X |nsig

il | Four-Eyes Approval L]

Go to Reports and Analysis
] it Four-Eyes Approval Log

e

Documentation

Archive

1%

)

o

o

T
=
m

=

This is a complete log for all completed updates for the areas to be monitored by Four-Eyes Approval. By default, the
view is limited to show unprocessed (approved or rejected) log entries only.

Dynamics 365 Business Central
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By selecting Show Changes, you will access the Detailed Four-Eyes Approval Log for the selected record.

The same as shown from the card pages.

The log details for the selected approval log entry will be listed in the Four-Eyes Approval Log Details page.
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If there are no changes to be approved, a notice saying No changes to approve is displayed.
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As before, from the detailed log you have the four options

e Approve

Approving changes — The Blocked field will be rolled back
e Reject

Rejecting changes — The Blocked field will be rolled back. Changes will be rolled back
e Showall

Show all changes logged for the current record. Including approved and rejected changes
e Show data to approve
Limit with to show unapproved records

When approving or rejecting, the Blocked field will be left in the state as before the approval sequence was initiated.

Approval logic

If USER A has made a change to a record it must be approved by another user with permissions to do so. If USER B
modifies the same record as USER A modified, then USER A can approve the all the changes regarding this record
including own changes.

In short, the user to approve must be different from the last user who updated the record.
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Field Blocked usage

Table blocked by approval system

When changes in the master data tables included in the approval management are made, the field Blocked will be set
at the time the changes are logged.

Blocked fields of type Boolean (yes/no fields) will be set to “Yes” (TRUE), and blocked fields of type option will be set

to “All” during the change logging procedure.

A blocked field set by the approval system, which indicates that the changes have to be approved or rejected, can be

changed by approving or rejecting only.

After approving or rejecting the Blocked field is no longer marked “Yes” or “All”.

Changing field blocked manually
A user can set the Blocked field manually. The same user who blocked the master data manually can unblock the same
master data without approval.

However, the change of the Blocked field will still be logged.

Unblocking a manually set blocking is possible for another user. This change must be approved by another user before
the field Blocked is cleared.

It is not possible manually to unblock when the Blocked field has been set by the system during logging other changes.
Then the blocking must be removed by either approving or rejecting the changes.

9 Manually unblocking is not allowed when changes are to be approved. Please use "Show changes" to approve.
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