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How to Install TeamWork

You install and activate Sage 300 modules (AC Chat, Extender and Information Manager).

You can then setup A/C Chat, Extender and TeamWork.

You can then import TeamWork workflow modules and configure the workflow rules (What, How, Who)

in Extender.

For details:Installing Sage 300 modules on page 9

Install Sage 300 Modules for TeamWork

1. Install
Extender, A/C
Chat and
Information
Manager

2a. Activate
Information
Manager and A/C
Chat in Sage 300

2b. Activate
Extender in Sage
300 Admin
Services

—>

3. Restart Sage
Desktop

4. Configure
Extender script
path

Sage 300
5. Enter licence applications
details installed

You need to select options and setup configuration in AC Chat and Extender.

For details:

Setup A/C Chat on page 13

Setup Extender on page 18

:

‘

l

This automatically
imports Workflow
modules to add
workflow actions

This creates default
setup data (Workflow
view defaults, default

workflow colors,
TeamWork parameters
for link types and chat
labels, default chat font
sizes and colors for I/M

Notes and I/M Notes

tray configuration.

This enables web
applications to run
Extender

Enter registration
details for AC Chat, and
activation codes for
Extender and
Information Manager

Import TeamWork Module on page 20

Configure TeamWork connection details
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Setup AC Chat and Extender

e s \ s 3 s 3\

1. Setup A/C Chat 4. Import
5. Add T Work
Web Service and »| 2. Setup A/C Chat 3. Setup Extender > TeamWork > .eam o.r
s module connection details

Email Options,
Workflow Users in

In Extender custom
table, save A/C Chat
licence screen, User user, details to connect
Groups and Workflow to the web service
Colours ) L J \ J

A/C Users, A/C
Templates, A/C Custom
Inquiries

Creates configuration
table and scripts to
create and read chats

A/C Web Server details

TeamWork includes workflow templates for many Sage 300 processes. You can import the modules and
configure the relevant workflow rules and options.

You are then ready to test the alerts and approvals.

For details:How to enable TeamWork workflows on page 24

Enable TeamWork Workflows

3a. Configure
Workflow Rules for
each record you

3b. Configure
Workflow Rules

1. Import Workflow

2. Enable workflows
modules for Sage > W w

in Module

Y

———

A

Test

300 applications

A/C, A/R, A/P, EFT,
G/L, I/C, O/E, P/O,
M/F, R/A, PJC

want to approve

options

Select the module
and click Enable

What, How
(Conditions), Who
(Approvers)

Select Chat Template
and Autopost options

1. Add Workflow Rules (conditions and approvers) for each record type you want to approve.
a. See details and examples Extender Workflow Tutorials

b. Amend message templates (if required).

Select approval options (Chat template and posting options)

3. Test and adjust workflow rules as required

How to Install TeamWork
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Refer to details on workflow rules: Workflow Rules on page 29
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Installing Sage 300 modules

Install Sage 300 Modules for TeamWork

1. Install . .
2a. Activate 2b. Activate 3 Sage 300
Extender, A/C ) ) 4. Configure I .
Information Extender in Sage 3. Restart Sage . 5. Enter licence applications
Chat and . > Extender script . X
K Manager and A/C 300 Admin Desktop details installed
Information ; ) path
Chat in Sage 300 Services
Manager
This creates default
setup data (Workflow
view defaults, default G 2
This automatically workflow colors, Enisgregistiation
i y This enables web details for AC Chat, and
imports Workflow TeamWork parameters L L
. applications to run activation codes for
modules to add for link types and chat
Extender Extender and
workflow actions labels, default chat font E
. Information Manager
sizes and colors for I/M
Notes and I/M Notes
tray configuration.

A/C Chat, Extender and Information Manager are installed by executing the EXE program downloaded
for installation.

® Activate A/C Chat and Information Manager in Sage 300 Administrative Services > Data Activation.
® Activate Extender (in a separate step)

This step runs the Workflow activation script and creates default setup data (Workflow view defaults,
default workflow colors and other default parameters).

As TeamWork uses IIS, you need to ensure that the IIS user can run scripts.

In the Registry Editor, add a new Key called Extender and a new StringValue called ScriptPath in the
Extender key.

1. You can use either LOCAL_MACHINE or CURRENT_USER - Extender will first check for CURRENT _
USER and only use LOCAL_MACHINE if CURRENT_USER is not set.
a. Set CURRENT_USER if you want the setting to only apply to the current Windows user.

Installing Sage 300 modules Page 9 of 78
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b. Set LOCAL_MACHINE if you want the setting to apply to ALL users.

2. Set the value to a path that all users have write access to.

For details, see Changing Extender script path

Enter registration details for AC Chat

Refer to AutoSimply documentation for details.

Enter activation codes for Extender and Information Manager.

To start using Extender, you need a valid serial number and license file.

If you don't have a valid license for Extender, you only see the License screen.

Refer to Extender License Screen for details on entering Activation Code.

® ORCEFT - Extender License

File  Help

Company (Orchid Business Systems ;

o Rl /30 day trial for Extender Developer
0 thel " Includes 10 Workflow Users and 10
Expiry Date pr2a/2022 ' . Workflow Anywhere Users

Licensed for- Runtime, Configurator, Customizer, Developer

QL Workflow Users I Iz Wordlow Arywhere User

Page 10 of 78 Installing Sage 300 modules
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You need to use the same version for the core Sage 300 modules and Extender. For example, Extender
version 2026 requires Sage 300 System Manager version 2026.

Additional specific Sage 300 modules may be required to enable all functionality. Refer to Orchid Sys-
tems's website for details ( https://www.orchid.systems).
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Setup TeamWork

Setup AC Chat and Extender

1. Setup A/C Chat
Web Service and
IS

A\

2. Setup A/C Chat

3. Setup Extender

4. Import
TeamWork
module

5. Add TeamWork
connection details

A/C Web Server details

A/C Users, A/C
Templates, A/C Custom
Inquiries

Email Options,
Workflow Users in
licence screen, User
Groups and Workflow
Colours

Creates configuration
table and scripts to
create and read chats

In Extender custom
table, save A/C Chat
user, details to connect
to the web service

Page 12 of 78
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Setup A/C Chat

Refer to A/C Chat documentation on the AutoSimply website for details.

Step 1: Install and activate A/C Chat for your version of Sage 300.

Step 2: Enter A/C Chat licence details

Step 1: Configure AC Chat Web Service and IIS

i 12 AS Chat Web Service Cm:'r:l'lg uration o O =
ser Config Location CProgram Files AutoSimphy\Chat WAC\User.config Open
5QL Database Server IP Address localhost
IS Server IP Address localhiost Port
Database User ID a3
Database User Password ~— eeseeess |
Sage 300 Lsger ID ADMIN
Sage 300 User Password 000000 sesssesss
Use HTTPS ]

.r Save Test SOL Test Sage Test for Commoan lssues Close

| !

[

Step 2: Add A/C Chat users, including a TeamWork user . The TeamWork user is used to connfigure
the integration.

Setup A/C Chat Page 13 of 78
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m OATEAM -
File  Help

User |10 |4 4

User Setup

TEAMWORK

P S+ [ ] Inactive

l=zer Mame TeamWark

N

Pazsword

Linked Sage lser

ADMIN

General Securty Approvers Leave

Dept. Code
Calendar Code
Staff Type

Start Date
Vendor Code
Default Loc From

Default Loc

Save

—

Verify

Last Maintained

Expense Budget

20/07/2025

A

Intemal

e i Employee

Ed

End Date

o |

o |

Delete

Sync

Default Loc To

Default Category

This installation is for demo purposes only. Demo licensed to AUTOSIMPLY DEMO.

v/3.00

Step 3: Add A/C Chat templates for the records you want to use in TeamWork

Page 14 of 78
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m OATEAM - Templates

File  Help

Template ID |4 4 |GLBTCHF!.F‘PHOH |p b+ |GL Batch approval ?

Comments IUsed as part of TeamWork wordflow to chat about and approve GL Batches
[ ] Inactive

Short Description  |GL Bateh

Workflow Links ~ Workflow Fields  Preset Users  Custom Inquiry
[[10/E Shipment
[[]10/E Inveice
[[] A/R Customer
[[] A/P Vendor
[]1/C tem
[] P/O Order
[C] P40 Receipt
[C] P40 Retum
[] O/E Credit Note
[[]1/C Location
] M/F MO
] M/F BOM
[]1/C Intemal Usage
[]14C Transfer DS‘
[] P40 Requisition
[[] A/C Expense
[] A/C Leave
[] A/C Time Ertry
[[] A/C Time Attendance
[[] A/P Invaice Batch
G/L Batch
[ M/F lssuance
[C] M/F Receipt
[C] M/F Retum
[[] AP Payment Batch
[JR/ARMA
1P PIC L

Add Delete _ Cloze

This installation is for demo purposes only. Demo licensed to AUTOSIMPLY DEMO.
v7300

A/C Chat templates are a core part of TeamWork and the integration of chats with Sage 300 records.

Setup A/C Chat Page 15 of 78
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Link Type

The Link Type determines the type of records to chat about and to approve if the TeamWork Extender
workflow is enabled.

Select the link type corresponding to the record you want to chat about approve in TeamWork.

Note:

If there is no Link Type for the record (e.g. GL Account or Peresoft CashBook batch), users
cannot chat about the record directly. To approve in the app, they need to use the Extender
Approval button in the Action menu.

New link types will be added over time based on demand. Contact Orchid or AutoSimply for
requests.

Workflow Fields

This determines the optional fields that can be edited in the A/C Chat App (if the users have the required
security rights).

In the TeamWork context, the most commonly used one is the Signature.

Enable the signature field in the A/C Chat template to allow users to capture a signature in the A/C Chat
App.

Note:
Currently, you can only capture 1 signature per record. A/C Chat assumes that the signing
action closes the optional fields entries.

TeamWork can only capture the signature of the final approver.

Preset users

Add users who need to view or participate in the chat. Select their Admin (add/remove members to the
chat) and Edit rights (update configured optional fields).

By default, TeamWork workflow includes all preset users in the chats created by the workflows, with their
configured security rights.

If you don't want to include preset users, do not add preset users to the A/C Chat template.

Note:
TeamWork adds the user who starts the workflow to the chat with No Admin and No Edit
rights.

Approvers have both Admin and Edit rights in chats created by TeamWork.

If required, this can be edited in the workflow template.

Page 16 of 78 Setup A/C Chat
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Custom Inquiries

You can add custom inquiries based on SQL Statements for users to get additional information on the
records they chat about or approve.

Details are included in the A/C Chat documentation.

To capture a signature as part of the workflow, enable the signature field in the A/C Chat template.

Users with "Edit" rights in A/C Chat can capture a signature in the A/C Chat App.

Note:
Currently, you can only capture 1 signature per record. A/C Chat assumes that the signing
action closes the optional fields entries.

TeamWork can only capture the signature of the final approver.

Tip:
If a user cannot sign in the chat:
® Check that the Signature optional field is enabled in the Workflow Fields Tab on the

A/C Chat template configured in the Workflow Rule
* Check that the user has "Edit" rights in the chat.

Setup A/C Chat Page 17 of 78
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Setup Extender

Install the modules and setup A/C Chat

This is the minimum setup required to use Extender with TeamWork

Step 1: Setup Email SMTP details in Extender options. Extender Email Tab

Step 2: Add workflow users to the Extender Licence screen. Workflow users are only used for
approvers. Understanding Workflow Users

Page 18 of 78 Setup Extender
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® OATEAM - Extender License

File  Help
Company

Serial Mumber (NFR)
Activation Code
Expiry Date

Licensed for: Configurator, Customizer, Developer

Your licence includes 5 Wordlow Users and 5 Wordlow Anywhere Users.

Click: for maore info.

Q) Workflow Users

ANNE
STEVE
NATHALIE

Orchid Business Systems

157301 2-00000

105

2410

Import Users from Prior Yersion

lz= Wordlow Armywhere User

Step 3: Optionally, create user groups so you can assign approvals to groups of users. Workflow User

Groups

Step 4: Optionally, add workflow colours for use in the workflow rules and the workflow console. Work-

flow Colours

Setup Extender
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Import TeamWork Module

TeamWork includes an Extender Module to enable the integration between A/C Chat and Extender.

You need to import the TeamWork.vi module in the VIXXA folder using the Extender Setup > Modules
screen.

When the TeamWork module is installed and configured, Extender workflow templates can create Chat
records and send messages to a chat.

Step 1: You need to import the TeamWork.vi module in Extender Setup>Modules .

Note: This creates custom tables to add TeamWork connection details and adds workflow
actions to use in Workflow Templates.

Note: When upgrading to the latest update, you need to import the TeamWork.vi again.

Step 2: Restart the Sage desktop.

Note: This creates default configuration details for TeamWork: Default workflow colors, Link
types and labels to map Information Manager options to A/C Chat templates, default colors
and font sizes used to display chat messages in I/M Notes, I/M Options configuration
records to display A/C Chats in Sage 300 screens.

Administrator

® Sage 300 - #1. TeamWork Sample Data

V3] L3 Object ~ [ ] ] 3 &% O roout
ﬁ ﬁ E B ﬂProperties L L “ Edit Macra @ _I. ﬁLweChat

Open  Close Page  Print Up One View Notes Website Sage Data Help

Company Company Setup Destination Level ¢ options & Analytics = Global Search
File Objects Desktop View Macros Miscellaneous Help
v AuteSimply Chat -
A/C Inquiries Setup (Modules)
AdSsHuD Licensed to: , Orchid Business Systems

AJC Templates Dealer:
A/C User ce
> Bin Tracking

i £ L £ ( & 9]

Options Event Types View Events, Scripts & Message Templates Custom Tables Custom Table Editor License Scripts
~ Extender WE
Inquiries
Fecans
o] o] o] o]
Set
i Modules Workflow Templates  Warkflow Rules Workflow View User Groups Workflow Colours
Workflow Defaults

eneral Ledger
> Informatien Manager

> Inter Entity Transactions
> Inventory Control

> Order Entry r

> Process Scheduler

Page 20 of 78 Import TeamWork Module
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B OATEAM - Extender Modules

File Help

Modules  PIP

Company

Description

Date Installed

TeamVilork IC Inventory Control Workflow IC Inventory Control- Workflow templates for IC Invertorytransa... 30/09/2025 itps://help orchid systems/sage300...  1.00
TeamWork MF Manufacturing Worldlow MF Manufaciuring - Workflow templates for MO and BOM appr...  30/08/2025 hitps://help .orchid systems/sage300...  1.00
TeamWork O Sales Order Workflow OE Order Entry - Workflow Templates for Sales Orders approv_..  30/09/2025 hitps://help orchid systems/sage300..  1.01
Orchid Systems EFT EFT 30/09/2025 www orchid systems 1
TeamViork PM PJC Cortract Workflow PM PJC Contract - Workflow templates for Cortract approvals  30/09/2025 hitps://help orchid systems/sage300...  1.00
TeamVork PO Purchase Order Workflow PO Purchase Order- Workflow Templates for Purchase Requist...  27/02/2026 hitps://help orchid systems/sage300...  1.01
TeamVork RA Retum Matenial Authorizations Workflow RA Retum Material Authorizations- Worldlow templates for RM...  30/09/2025 itps://help.orchid systems/sage300...  1.01
TeamViok TeamViok TeamWork AC Chat Integration with Sage 300 Extender, Notes .. 1/10/2025 www orchid systems 1.02
Orchid Systems Workflow Workflow 18/12/2025 wiww.orchid systems 13.00.1
Import Module X
Press CTRL-F in any column to fiter
Scripts  Evert Types Messages View Events View Scrpts || < ne o » ThisPC > Local Disk (C:) > Search vi P
Organise MNew folder =~ 1O 0
TEAMWORK.Activation Create Default Settings.py | 4
TEAMWORK Activation py 3 videos & Name Type ize
TEAMWORK CommonRoLtines py
A v 97
TEAMWORK Notes ACCha ToDML gy Teiip [] AP Accounts Payable Workflow.vi AM VI File 37 KB
TEAMWORK Notes Display TeamChat py [7] AR Accounts Receivable Workflow.vi AM VI File TOKB
TEAMWORK VITWACU ACChat Token py Downloads
TEAMWORK Workflow AddUserToChat py [7] 6L General Ledger Workflow.vi VI File 43K
TW-PostPU13CH
TEAMWORK Worlflow CreateChat py - -
IC Inventory Control Weorkflow. VI Fil 138 KB
TEAMWORK Workdlow.SendApprovalMsg ToChat py i (0 fe tmentaiy ool Worflows s 7
TEAMWORK Workflow.SendApprovalMsgToUser py D MF Manufacturing Workflow.vi Vi File 22KB
TEAMWORK Workflow. SendMessage ToChat py
TEAMWORK Workdiow SendMessagsToLssr py [] OF Sales Order workflow.vi 15 AM VI File 31KB
EERNOO i erlonSe Y sy ~ [l ThisPC [7] PM PIC Contract Workflow.vi AM VI File 23KB
[ 5 % Local Disk (C:) D PO Purchase Order workflow.vi AM VI File 9 KB
s e Sharid Folde RA Return Material Authorizations Workl... 8 AM VI File 24KB
Enable Disable ] .
y 0 Network (] TeamWorkwi ] 3/11/2025 11:54 AM VI File 130 KB‘
: §1:20 PM 102
o8 | ForVilp, pressii workflow.vi 5 1:20 PA | File KB
File name: |-reamwwk‘vi | Extender Module (“vi) ~

Install TeamWork Module

Import TeamWork Module
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Installing TeamWork App

Install and Configure the modules in Sage 300.

How to Install TeamWork on page 6

The TeamWork app is available for Android, iOS and Windows devices.

Refer to A/C Chat documentation for details on installing the App from the appropriate store.

Step 1: Download A/C Chat app for app users.

Step 2: In the App settings, enter the IP Address of your server, provided by your administrator and
your user name and password.

Step 3: Save and go back to the login screen
Step 4: Enter a username and password for a user configured in A/C Chat.

Step 5: Select the Sage 300 database where A/C Chat is activated that you want to use.

Users need to be setup in A/C Chat Users.

Users who approve records (in the TeamWork A/C Chat app or in the Extender Workflow Console) need
to have a Workflow User licence in the Extender License screen.

Page 22 of 78 Installing TeamWork App
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AutoSimplyChat = 5] x |

1
o ANNE
Password @
|
o 1. TeamWaork w

AutoSimplyChat — ] x

CSNLEE S —

Server Setting

o localhos| X

Server Port (optional)

Installing TeamWork App Page 23 of 78
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How to enable TeamWork workflows

Refer to the Installing TeamWork guide for details.

You install and activate Sage 300 modules (AC Chat, Extender and Information Manager). You setup
A/C Chat, Extender and TeamWork.

You can then import TeamWork workflow modules and configure the workflow rules (What, How, Who)

in Extender.

Enable TeamWork Workflows

1. Import Workflow sa. onfigure 3b. Configure
2. Enable workflows Workflow Rules for
modules for Sage > . > > Workflow Rules e
- in Module each record you . es
300 applications options
want to approve
A/C, A/R, A/P, EFT, What, How
M/F, R/A, PJC (Approvers) P P

TeamWork includes workflow templates for many Sage 300 processes. You import the modules for the
Sage 300 applications and records that apply to your business.

® Batches (G/L journals, A/P Invoices, A/P Payments, A/R Invoices)

* Transaction headers (Sales Orders, Purchase Orders, I/C Transactions, RMA, A/C Chat leave
requests, A/C Chat Expense claims, A/C Chat Time records)

®* Master files (New customer, new vendor, new item, change of fields, EFT Vendors and

EFT Customers)

Example: If you want to approve Purchase Requisitions, Purchase Orders and General Ledger batches,
you need to import the POWorkflow and GLWorkflow modules.

Page 24 of 78 How to enable TeamWork workflows
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You can enable all workflows in the module using the Enable button or you can choose to enable only
certain workflows.

For details, refer to Enable TeamWork Modules on the next page

Example: If you want to approve Purchase Requisitions only, you import the POWORKFLOW module
and enable only the Purchase Requisition workflow on the View Workflows Tab. Other workflows can
remain inactive.

1. Add Workflow Rules (What, How, Who) conditions and approvers) for each record type you want
to approve.
a. See details and examples Extender Workflow Tutorials

b. Amend message templates (if required).
2. Select approval options (TeamWork template and posting options)

3. Test and adjust workflow rules as required

Refer to details on workflow rules: Workflow Rules on page 29

How to enable TeamWork workflows Page 25 of 78


../../../../../../Content/Extender/VI-ExtenderTutorials/Extender-Workflow-Tutorials.htm

Q TeamWork
TeamWork

Enable TeamWork Modules

TeamWork includes Extender modules incorporating workflow for approvals and alerts for a range of
Sage 300 applications. See list in What is included?

You use the Extender Modules screen to import the module for the Sage 300 application you want to
approve.

In a new install, you see a list of available modules when you open the Extender Modules screen. The
screen lists all the Extender modules included in Extender program files (in the VIxxA folder), that are not
yet imported in the database.

In the example below, the PM PJC Contract workflow is available in the VIxxA folder, and not yet impor-
ted in the database. You can use the Import button to import.

B OATEAM - Extender Modules

File  Help
Available Modules | Modules  PIP
Import... Nat Now Newver Extender has a medule 'PM PJC Contract Wordflow' that could be imported
Import... Export... Enable Disable Check For Updates Update

Page 26 of 78 Enable TeamWork Modules
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Use the Import button to import an Extender module from the VIxxA folder of your Sage 300 install-
ation. You can also use modules saved on a network folder (e.g. AP Workflow approval.vi).

This will create and update all the components included in the module. It is recommended to restart the
Sage desktop after importing a module.

B OATEAM - Extender Modules

File  Help
Modules  PIP =
Company Name: ‘ Deseription Date Installed VWebsite Version
TeamWork GL General | T - I T - T . T -
TeamWork IC Inventory| importModle N X
TeamWork MF Manufac
TeamWork OE SalesOn  « y v P > This PC ‘ Local Disk (C:) > Sage » Sage3D0 > wiTda » ' v G Search vi73a »p
Crchid Systems EFT
TeamWork FM PJC Con : =,
TeamWork PO Purchasy  Otganise = Mew folder =~ [ o
TeamWork RA Retum N - : ?
| Name Date modified Type Size
TeamWork TeamWork i Videos * e
o EE [ AC Chat Workflow.vi 3/11/2025 11:54 AM Wl File 59 KB
Temp
Press CTRL-F in any column to fiter D AP Accounts Payable Workflow.vi VI File 87 KB
Downloads
Scripts  Event Types Messages  View Everts * D AR Accounts Receivable Workflow.vi Wl File 70 KB
PeRaslEBISE] [ 6L General Ledger Workflow.vi Vil File 13¥B
OEWORKFLOW Activation py vi D IC Inventery Control Workflow.vi Wl File 138 KB
D MF Manufacturing Workflow.vi Wl File 22KB
v [ ThisPC [7] O Sales Order workflow.vi VI File 31KB
T e i o
| 5 Ba Local Disk (C) D PM PIC Contract Workflow.vi VI File 23KB |
D PO Purchase Grder workflow.vi Wl File 49KB
> = Shared Folders |
D RA Return Material Authorizations Workfl... Wl File 24 KB
> 8 Network
) D TeamWork.vi Wl File 130KB |
File name: | OE Sales Order Workflow.vi w | Extender Module (*.vi) ~
|
Open ]v Cancel |
Export... Enable DISEE{‘E Chegk Fpr Updatgs Update 7C!q5e

After importing the modules, you need to enab1e them for the configured workflow approvals and noti-
fications to be active.

Use the Enable button to enable all workflow templates in the module.
Tips:

You can see a list of the workflow templates available in the View Workflow tab on the
Extender Module.

If you want to enable only one workflow template, use the View Workflow Tab to open the
list and double click on Yes for the workflow you require.
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E TWORCS - Extender Modules
File Help

Orchid Systems Enciypt EFT Files with Gnu Privacy Guard v4.0 Enciypt (and sign) EFT files with Gnu Privacy Guard (with response file logging) 6/15/2025 www orchid systems 40 EFTGPG

Orchid Systems Entty Optional felds in Grid - AP and GL Entty Optional Filds in Grd - AP and GL Entry 12/12/2024 wiww orchid systems 10 ENTITYOPTFLDGRID.
TeamWork GL General Ledger Workflow GL General Ledger - Workflow templates for GL approvals 8/26/2005 hitps://help orchid systems/sage300...  1.00 GLWORKFLOW
Orchid Systems Customizable Gid Optional Fields 2.3 Add optionsl fields to grids (GL, AP, AR, PO, OE, IC) 11/16/2024 www orchid systems 23 GRIDOPTFLDS
Orchid Systems Hello Word Hello Word Extender App 12112/2024 www orchid systems 10 HELLOWORLD
TeamWork. IC Invertory Control Workflow IC Invertory Control- Workflow templates for IC Inventory ra 8/26/2025 hitps://help orchid systems/sage300...  1.00 ICWORKFLOW
TeamWork. MF Manufacturing Workfiow MF Manufactuing - Workflow templates for MO and BOM 8/26/2025 hitps://help orchid systems/sage300... 102 MFWORKFLOW
TeamWork. OE Sales Order Workflow O Order Entry - Workflow Templates for Sales Orders approvals and Shi fon  8/26/2025 hitps://help orchid systems/sage300...  1.00 OEWORKFLOW
Orchid Systems Orchid Alerts and Logging modue Orchid logging and lerts 11/30/2024 11 ORCHID ALERTLOG

<
Press CTRL-F in any column to fiter

Scripts  Event Types  Messages  View Events s J Tables Workflows ~Menu kems Information Manager Files PIP

ACTIVESW
BATCHSTAT

GLWORKFLO
GLWORKFLO

lew GL Account Approval
L Joumal Batch Approval

StatWorkflow
StatWorkflow

Add Workflow Rules

In all cases, the workflow templates included in Extender and TeamWork require customers to configure
Workflow Rules for the records they want to approve.

Setup Workflow Rules Options
On the Options Tab, select the TeamWork A/C Chat template and the Autopost options

Amend message templates

Message templates are used to send messages to the Chat when workflows start or progress.

Double-click on the Message Templates to open the email template, modify the details and save the
records.
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Workflow Rules

You use this screen to configure Workflow Rules to apply to the selected Workflow Templates and Sage
300 view.

Rules include What records are subject to workflow notifications and approvals, How to determ-
ine if approvals is required and Who approves. 1

Security Required

Users need to be in the "Configure Workflow Rules" security group to access this screen.

Update the default rules

When you import a workflow module included in Extender, Extender creates a default workflow rule for
each workflow template and related view. The default rule sets A11 records to be approved by ADMIN.

Use the Finder to select the rules you want to update.

If you want all records to be approved, update the Approvers on the default rules.
* |f you want only certain records to be approved, change the condition to meet your requirements.

You can add new conditions in the required order.

See details below.

To create a new set of rules
Select a workflow template and a Sage 300 view.
You can only have one set of rules for each workflow template/Sage view combination.

In most cases, each workflow template is designed to work with only one Sage 300 view.

Examples:
®* AR Customer Credit Limit approval and ARCUS view

®* OE Sales Order Approval with OEORDH (O/E Order Header view)

Insert a row for each rule, add a description and select a workflow color for the rule (optional).

1Rules include What records are subject to workflow notifications and approvals, How to
determine if approvals is required and Who approves.
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When does the rule apply?
Add the conditions used to determine if the rule applies.
The conditions can be based on various fields :

® Master file details and Optional Fields

® Batch Header fields, details from the first entry in the batch, including optional fields values
applied to the first entry
®* Header fields and details from the first line on the record, including optional fields.

Note: Conditions are cumulative.

For examples and details, see Workflow Rules: Conditions (How) setup

Requirement!
Users need to be added as a Workflow User in the Extender License screen before you can use them in
the workflow rules.

Select up to five Sage 300 users or Extender Workflow Groups that will approve sequentially.

Tip: To enable parallel approvals, select User Groups

Tip: If there are no users on the screen, the workflow will be automatically completed. You
can check the details in Extender Inquiries> Workflow Detail Log.

Excluding Entered by

Select Excluding Entered by means that the user who started the workflow or created the record
cannot approve. It doesn’'t mean to skip that level.

It is designed when using groups of approvers.

Example:

If the Approver is Finance user group, and Anne is a member of Finance, she can't
approve a purchase order (PO) submitted by Anne, but she can approve another PO sub-
mitted by another user. POs submitted by Anne need to be approved by another user in the
Finance group.
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Tip:

If you use Excluding Entered by when selecting an individual user as the approver, you need
to ensure that the user doesn't create the record, or have another rule before to assign such
records to a different user.

If user Anne created the PO, she can’t approve, even if she is assigned as the approver.

You may end up in a situation where the workflow template cannot assign the workflow.

Approvers for notifications only workflow templates
If the Workflow Templates are designed to notify (and not a full approval process), select only one user
or user group, as there is no way to progress to level 2.

Tip:

If you select a workflow user group, all users in the group will be notified.

On the Options Tab, configure the general notification options.

Per workflow rule, you can choose to send email messages and A/C Chat messages when the workflow
starts and progresses.

Send A/C Chat message: if using TeamWork, select Yes andaA/C Chat template to enable noti-
fications in A/C Chat

Note: The EvaluateConditions workflow action sets a workflow value SENDACCHAT
that you can use in the workflow templates when creating your own templates.

Note: Send A/C Chat message is only displayed if A/C Chat is activated in the database.

Note: You can only send A/C Chat messages if the workflow rule applies to a Sage 300
record with a link type in A/C Chat. See list of available templates: What is included?

Send Email Messages: Select Yes to enable email messages in the standard workflow templates.

Note: The EvaluateConditions workflow action sets a workflow value SENDEMAIL that
you can use in the workflow templates when creating your own templates.

Report and Output folder and file name

Select a report to be printed when the workflow starts and is approved.
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Note: This is used in some workflow templates in conjunction with the PrintReport work-
flow action.

Workflow Administrator
Select a Workflow Administrator user. This user should be configured as a Workflow User.
When is this user used?

Extender can validate that the same user cannot approve more than one when multi-level is enabled.
This lets you enable Parallel approvals by selecting Workflow User Groups as the approvers in the work-
flow rules.

When the CheckThisApprovercCanApprove workflow action cannot assign the workflow to the next
approver configured in the workflow rules (for example, the user has already approved the workflow in a
prior level), Extender uses the user configured as the Workflow Administrator.

When you select Excluding Entered By for an approver in the workflow rules (Approvers section), the
CheckThisApprovercCanApprove workflow action can also use the Workflow Administrator.

Note: When the workflow Administrator is not configured or is not a workflow user, the
workflow remains in the workflow console, but is unassigned. Only users with Modify All
Workflows security rights in Extender Sage 300 Administrative Services

Substitution and escalation

In this release, there are no out of the box functionality for automatic substitution or escalations of work-
flow.

You can reassign workflow to other users if you have rights to Modify all workflow" in Sage security in
Admin services.

You can also assign workflow to groups and any users in the group can approve, depending on avail-
ability, thus reducing potential delays in approving.
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TeamWork Workflow Tutorials

TeamWork includes configurable Workflow Templates for a range of Sage 300 records, core modules
and third-party modules developed in the Sage 300 SDK.

* Batches (G/L journals, A/P Invoices, A/R Invoices)
®* Transactions headers (Sales Orders, Purchase Orders, |/C Transactions)
®* Master files (New customer, new vendor, new item, change of fields)

Tip: For key steps to install and configure A/C Chat and Extender to activate TeamWork, refer to How
to Install TeamWork on page 6

Examples:
Below are detailed examples to configure approval workflows for:

New AR Customer Approval
A/P Invoice Batch Approval

Purchase Order Approval on page 67
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G/L Journal Batch Approval

Approving General Ledger (G/L) Journal batches ensures G/L Journal batches are reviewed and author-
ized before posting to the General Ledger, controlling transactions.

Note: The process described below is similar for other batches in Sage 300.

When a user requests the Ready to post status (or posts the G/L Batch), the workflow evaluates the
Workflow Rules. If no approval is required, the workflow auto-completes. If the batch requires one or
more approvals, the batch cannot be posted until all users have approved.

* When all users have approved, the batch is set to Ready to Post, and if the auto-post option is

enabled in the workflow rules, the batch is posted in the final approval step.
When one user rejects, the workflow completes and the batch remains open.

Users need to adjust and start the approval process again by submitting the batch for Ready to
post.

An example is described in the flowchart below.
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[ | End of workflow |
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You need to import the Extender Module and configure the Workflow Rules.

Before you start

Step 1: Import Extender Module

Import the GLWORKFLOW.GL General Ledger Workflow module in Extender Setup > Modules. This
imports the workflow templates and related message templates for Sage 300 General Ledger.

Step 2: Enable the workflow using the EnabT1e button on the Module screen.
Step 3: If using TeamWork, add A/C Chat templates for G/L Journal Batch.

See Details In How To Install TeamWork On Page 6

Configure Workflow Rules

In Extender Setup > Workflow Rules,

Step 1: Search for your required workflow template.

® Finder - Workflow Rules
File Key Settings Global Settings

Find By: l View Name V‘ Find Now Set Criteria
: ‘ Contains v[ Auto Search
Rule ID 4 4 » 2l QI+ = l \
- er:
Workflow [ 1Q [
i T | *
G ACCHATWORKFLOW_AC LEAVE APPROVAL ACLEVH
] ACCHATWORKFLOW EXPENSE APPROVAL ACEXPH
ACCHATWORKFLOW.TIME RECORD APPROVAL ACTIMS
Workflow Rules (What) APWORKFLOW.AP INVOICE BATCH APPROVAL APIEC
) N APWORKFLOW.NEW AP VENDOR APPROVAL APVEN
Describe the workflow condtions that apply APWORKFLOW VENDOR PAYMENT TERMS APPROVAL APVEN

ARWORKFLOW.CUSTOMER CREDIT LIMIT APPROVAL ARCUS
Rule Number | Evaluation Order | Rule Descrption S TR S e

(GLWORKFLOW.GL JOURNAL BATCHAPPROVAL  [ETET&

GLWORKFLOW NEW GL ACCOUNT APPROVAL GLAMF
ICWORKFLOW.IC ADJUSTMENT APPROVAL ICADEH
ICWORKFLOW.IC INTERNAL USAGE APPROVAL ICICEH
ICWORKFLOW IC RECEIPT APPROVAL ICREEH
ICWORKFLOW IC SHIPMENT APPROVAL ICSHEH
ICWORKFLOW IC TRANSFER APPROVAL ICTREH
ICWORKFLOW NEW IC ITEM APPROVAL ICITEM
ICWORKFLOW NEW IC LOCATION APPROVAL ICLOC
OEWORKFLOW.NEW SHIPMENT NOTIFICATION OESHIH
OEWORKFLOW.SALES ORDER APPROVAL OEORDH
POWORKFLOW.PURCHASE ORDER APPROVAL POPORH
POWORKFLOW.PURCHASE REQUISITION APPROVAL PORQNH
RAWORKFLOW.RMA COMPLETION APPROVAL RAHEAD

[Scect | | Concm

Step 2: Add the view name — GLBTCL for G/L Journal batch approval
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Step 3: On the Main Tab, create workflow rules:

Workflow Trigger: When the batch status meets the defined conditions (e.g., "Ready to Post" and total
amount exceeds a threshold), the G/L Journal Batch Approval workflow triggers.

For each rule:

* Add the conditions using fields on the G/L Journal Batch, or fields on the first entry in the batch.

Add the approver(s): Up to 5 approvers, they can be workflow users or workflow user groups.

Tip: If you leave the approvers blank, the workflow will auto-complete.

Example:
Scenario -

IC batches)

Rule 1 = All non GL Journal batches need to be approved by Anne and Nathalie. (e.g. AP,AR,

Rule 2 = All GL Journal batches to be approved by Steve and Terence.

Ell

‘| RuelD a4 »r»Q+

Workflow IGLWORKFLOW GL JOURNAL BATCH APPROVAL

[ [GLJoumal Batch approval - when approved, workflow sets the satus to Ready to post and posts the batch ]

View Name [auecTe

"Man | Options
Workflow Rules (What)

Describe the workflow conditions that apply

PR ——

Rule Number

11

Evaluation Order

20

PR

Open View Defautts

Workflow Conditions (How)
Select fields from the record/optional field/detail 1 or ‘All) and define comparison & value for the condition

Approvers (Who)

Select workflow users or groups for each run (up to 5 consecutive levels). Leave all levels blank if you want the workflow to be automatically approved.

Q User F5/Grou

Excluding Ertered By

Close

G/L Journal Batch Approval
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Workflow @wonkrww GL JOURNAL BATCH APPROVAL \ ) @ |ELJmna Batch approval - when approved, workflow sets the status to Ready to post and posts the batch ]
View Name [GrecTe | [Batches | | Open View Defauts
Main  Options
Workflow Rules (What) Workflow Conditions (How)
e Ve W s e oot sopht Select felds from th i 1 or ‘Al) and define ison & value for the condtion

Q. Field (F5 suggested/F6 all) | Friendy Name | Compare Operation | Value 1

| Fiendy Name _| Compars Operation_| Vekue 1_
CODETAXGRP I Tax Group Not Equal CAD |

Ell

4> Q+

Approvers (Who)

Select workflow users or groups for each un (up to 5 consecutive levels). Leave all levels blank i you want the workflow to be automatically approved.

evel Q User F5/Grou Excluding Entered By

TERENCE

Le
1
2
3
4
5

Close

Step 4: On the Options Tab:

1. To use TeamWork approvals when A/C Chat is activated, Select Yes for the Send
AC Chat message and selectthe AC Chat template linked to G/L Journal Batches.

2. Select Autopost option:

* Yes

if you want to post the batch automatically when the last user approves the batch.

No if you want the Approval to make the batch "ready to post”, but not post it. Another user (e.g.

the user who started the batch can post the batch when they are notified the batch is approved).
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EII

Condtions ID 4 4 » »l Q +

Workflow [TEAMWORKAP AP INVOICE BATCH APPROVAL | 3[4 [AP invoice Batch approval - when approved, workflow sets the status to Ready to post and posts the batch |
View Name [APIBC |} [BPnvoice Batches | | Open View Defauts

Man

e :
= S—

APINVBTCAPPR Q
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Using the GL Journal Batch approval workflow

SUBMIT THE BATCH FOR POSTING

Step 1: Batch creation/entry: G/L staff creates and saves an G/L Journal Batch (e.g., entering vendor
Journals). When they are ready, they make the batch Ready to Post or use the Post button.

Batch Number (000225 |7} Sourceledger | |0 [ Show Posted and Deleted Batches -
Batch Number | Description Source Ledger Edited | Ready To Post

000215 P/O Generated .. PO 26/07/2025 Subledger Deleted

000216 P/O Generated .. PO 26/07/2025 Subledger Deleted

000217 P/O Generated .. PO 26/07/2025 Subledger Deleted

000218 P/O Generated .. PO 26/07/2025 Subledger Deleted

000219 P/O Generated .. PO 26/07/2025 Subledger Deleted

000220 P/O Generated .. PO 26/07/2025 Subledger Deleted

000221 P/O Generated .. PO 26/07/2025 Subledger Deleted

000222 P/O Generated .. PO 26/07/2025 Subledger Deleted

000223 P/O Generated .. PO 26/07/2025 Subledger Deleted

000224 iuly batch GL 29/07/2025 No Entered Open

(7 | batch for small jars [T (No _______|Ertered _____|Open _____|[8
< >

| Open.. | | MNew.. | | Delete = = Post | | Prov.Post | PostAl | | Pat. | | Refresh | | Close |

Step 2: Extender Workflow starts and evaluates the Workflow Rules.

Step 3: Approval Request: The system sends an approval request to the assigned approver(s) (e.g.,
department manager, finance controller). You will see this notification if the batch requires approval.
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Description: Non Canadian tax groups, batch status Open until approved Deleted

Source: 00:48:29 Subledger Deleted
Subledger Deleted
Subledger Deleted
Subledger Deleted
Subledger Deleted
Port Subledger Deleted
Subledger Deleted
000222 P/O Generated ... PO 26/07/2025 Subledger Deleted

000223 P/0O Generated ... PO 26/07/2025 Subledger Deleted
000224 july batch GL 29/07/2025 No Entered Open v
>
Open New... Delete Post Prov. Post Post Al Print... Refresh Close

Step 4: Review and action: Approver reviews the batch details, verifying accuracy and compliance,
then approves or rejects on the workflow console, or in A/C Chat. You can select up to 5 levels of
approval.

EEENE
APPROVALCOMM.
APPROVEDBYLVLY
. 7 Chobjec~ 4_"m e » 1, @ vout APPROVEDBYLVL2
Ba ] - =N - ] APPROVEDBYLVL3
roperties Edit Macro £ Live Chat
Close  Page  Print 2 Up One  View Notes Website Sage Data Help APPROVEDBYLVLA
Company Company Setup Destination Level APPROVEDBYLVLS
File Objects APPROVERCMT1
APPROVERCMT2
A/C Setup o APPROVERCMT3
! A/C Templates Workflow (Workflg| vew: @ a O Assignedto me ora growp fimin O Assigned aniy to me APPROVERCMT4
APPROVERCMTS
RS Licensed to Orchid Systems,| [N color APPROVERLWL1 _ STEVE
> Common Services 223[{7: :m..a Systems | p—F o Sain ﬁ::&:mﬁ TERENCE
AR ) e POWORKFLOW.Purchase Order Approval 26/07/2025 17:08:06 APPROVERLVLS teamwor...  CAD330.05
v Extender ICWORKFLOW.New IC Location Approval 26/07/2025 212115 APPROVERLVLS stre SNe... False
ies ICWORKFLOW New IC Location Approval 26/07/2025 212141 — store Wo... False
ICWORKFLOW.New IC Location Approval 27/07/2025 0:50:43 storegN... Faise
Reports APWORKFLOW New AP Vendor Approval 2700772025 18:26:06 DRILLDUVYN BAT— BT BaehGLZIONER ICHID= S kamWork... New vendor
et Workflow Console ACCHATWORKFLOW.AC Leave Approval 28/07/2025 13:46:28 DRILLDOWN.GLB... GL BatchiGL2100BATCHID=000225, CE-AIL.. LeaveAppro
Hl = 1 GLWORKFLOW GL Joumal Batch Approval 29/07/2025. 04326 EXCLENTEREDBY.. N chNonC... ReadyToPo
forkflow GIWORKFLOW/GL Joumal Baich Approval ~ 29/07/2025 174419 'ADMIN | | ExCLENTEREDBY.. N orsmalja... ReadyToPo
v Generai tedger " FINALLEVEL 2
Financial Reporter ELBATC (02
NEXTSTEP Start
G/L Accounts REJECTEDCOMM.
G/L Periodic Processing SENDACCHAT Y
SENDEMAIL y,
G/L Reports SESTEDE 5
G/L Setup TWCHATID 5567deef b 3556992 73dad 344258
G/L Transactions (AWEHATTARET S Crch
TWCHATTEMPLA.. GLBATCHAPPRO
> Information Manager L« | TWMSGSTAT AC Chat workflow instance created. :
> Inventory Control TWMSGSTATADD... Eror: AC Chat User ID was not found
e, Press CTRL-Fin any column to fiter . TWMSGSTATSEN... Approval message sentto AC Chat ID... Fiter
. | - TWMSGSTATSEN... [ADMIN] added to AC Chat ID [5567d.
> Prniect and Ioh Coctina peesiB08) [EDsbn ey , Bession Delets TWMSGSTATSEN... Message sent to AC Chat workflow in. oy
< 2 VIEWNAME GLBCTL
Sage | For Help, press F1 WFADMIN ADMIN
WFCRITICALERR
WFENTEREDBY ~ ADMIN
WFINCLPRESETU... Y
WFPOSTBATCH Y
WFPROGRAM GL2000GL2100
WFSTARTEDBY __ ADMIN

Approval on the workflow console

Using the GL Journal Batch approval workflow Page 41 of 78



O TeamWork
Fs for

TeamWork

AutoSimplyChat

: Contact E Action E Approve a Setting

OATEAM - Chat

GL Batch approval : 000225
[Workflow] Approved (Level 1 of 2) for GL Journal Batch- Non Canadian t... ©3

LEVO0000007
Terence created new chat

AC Time Entry approval : 3
Time attendance for TERENCE approval completed.

AC Leave approval : LEVO0000006
AC Leave for TERENCE approval completed.

AC Leave approval : LEVO0000005
AC Leave for TERENCE approval completed.

LEVO0000006
Terence created new chat

AC Leave approval : LEVO0000004
AC Leave for TERENCE approval completed.

LEVO0000005
Terence created new chat

LEVO0000004 7/26/2025
Terence created new chat

AC Leave approval : LEVO0000003
AC Leave for TERENCE approval completed.
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AutoSimplyChat

& GL Batch approval : 000225

IR P EE R T CR Ee

Waiting for approval by: STEVE (1 of 2 approvers)
9:44 AM

TeamWork

ADMIN approved GL Journal Batch 000225-batch for small jars
Status: Approved Level 1 - Approval 1 of 2

Comment: Steve approves

9:47 AM

TeamWork added members

TeamWork
GL Journal Batch 000225-batch for small jars

Approval status: Approved Level 1
Next Step: Approve-2 of 2

Next Approver: TERENCE

9:47 AM

Approved (Level 1 of 2) for GL Journal Batch- Non Cana...
GLWORKFLOW.GL Journal Batch Approval
ID 493
000225
Status Approved Level 1
Started on 7/29/2025 9:44 AM
By ADMIN
Assigned to TERENCE
Requesting ReadyToPostApproval
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& GL Batch approval : 000225

\\_/ JL JOUUIL Al DALl YUV LOo-dlLlll 11Ul sliiaii JCII >
Approval status: Approved Level 1
Next Step: Approve-2 of 2
Next Approver: TERENCE
9:47 AM

Approved (Level 1 of 2) for GL Journal Batch- Non Cana... o
GLWORKFLOW.GL Journal Batch Approval
ID 493
000225
Status Approved Level 1
Started on 7/29/2025 9:44 AM
By ADMIN
Assigned to TERENCE
Requesting ReadyToPostApproval

TeamWork

TERENCE approved GL Journal Batch 000225-batch for small jars
Status: Approved Level 2 - Approval 2 of 2

Comment: Terence approves

9:49 AM

TeamWork

Completed by TERENCE, 2 of 2 approvers
Status: GL Batch Approved
|Batch is ready to post. Autopost: Y

Reason: Non Canadian tax groups

All approvers: ADMIN, TERENCE

Comments: Steve approves, Terence approves
9:49 AM
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Approval in AC Chat, including chats about the batch”

Step 5: Workflow Completion:

®* Approved: when all approvers have approved (up to 5), the batch status is set to "ready to post".

®* |f the Autopost option is set to Yes in the workflow rules, when the last approve approves the
batch, the workflow Posts the batch. The batch status is then Posted.

* |f the Autopost option is set to No in the workflow rules, the batch status updates to "Ready to
Post" on the G/L Journal batch list and the users can post the batch.

Template ID ep Name .

GLWORKFLOW New GL Account Approval 27/07/2025 6:20:38 ADMIN PendingApproval GLAMF -GL Ac. Sales TW02GL
GLWORKFLOW New GL Account Approval 27/07/2025 621:03 ADMIN Wat Approve PendngApproval  GL Account acti.  ANNE ANNE GLO0O1 GLAMF-GLAC.. 4001 New GL Accoun... New
GLWORKFLOW New GL Account Approval 27/07/2025 621:18 ADMIN Wait Approve PendingApproval  GL Account acti.. ANNE ANNE GL0001 GLAMF-GLAc... 4002 New GL Accoun... New C
GLWORKFLOW GL Joumal Batch Approval 27/07/2025 6:2206 ADMIN StatWorkflow Wait PendingApproval ANNE GLO008 GLBCTL - Batch... 000207 Retrieved From |... Ready
GLWORKFLOW GL Joumal Batch Approval 27/07/2025 62244 ANNE Wat Approve PendngApproval  GL Batch Appro...  ANNE ANNE GL0008 GLBCTL - Batch... 000207 GL Joumal Batc... Ready
GLWORKFLOW GL Joumal Batch Approval 27/07/2025 6:2351 ADMIN StartWorkflow Wait PendingApproval ANNE GLO00S GLBCTL - Batch... 000206 Retrieved From | Ready
GLWORKFLOW GL Joumal Batch Approval 27/07/2025 62423 ADMIN Wat Approve PendingApproval  GL Batch Appro...  ANNE ANNE GL0008 GLBCTL-Batch... 000206 GLJoumal Batc... Ready
APWORKFLOW Vendor Payment Temns Approval 27/07/2025 18:26:06 ADMIN StatWorkflow AutoComplete ANNE APOO15 APVEN-APVe.. NEW1 Workdlow compl...  DUET
APWORKFLOW New AP Vendor Approval 27/07/2025 18:26:08 ADMIN StatWorkdlow  Watt PendingApproval ANNE APOOTS APVEN-APVe.. NEW1 New TeamWork... New v
APWORKFLOW Vendor Payment Temns Approval 27/07/2025 182652 ADMIN StartWorkflow AutoComplete ANNE APDO15 APVEN-APVe.. NEW2 Wordlow compl...  DUET
APWORKFLOW.New AP Vendor Approval 27/07/2025 18:26:57 ADMIN StatWordiow  Watt PendingApproval ANNE APOD1S. APVEN-APVe.. NEW2 New TeamWork... New v
APWORKFLOW.New AP Vendor Approval 27/07/2025 18:29:30 ANNE Wait Approve Pendinghpproval  vendor activated  ANNE ANNE APOOTS APVEN-APVe.. NEW2 New AP Vendor .. Newv
ACCHATWORKFLOW AC Leave Approval 28/07/2025 13:46:40 ADMIN StatWorflow  Wait PendngApproval ANNE AC0100 ACLEVH-Leav.. LEVO0000007  TERENCE-AIL. Leave
POWORKFLOW Purchase Order Approval 28/07/2025 19:5403 ADMIN StatWorkdlow ~ Wait PendingApproval ANNE PO0G20 POPORH-Purc.. PO000000040 PO 1200-AIP.. USD3
ARWORKFLOW Customer Credit Limit Approval 28/07/2025 19:55:32 ADMIN StatWorkfiow AutoComplete ANNE AR0024 ARCUS -Custo... 7624 Workdiow compl... 75004
ARWORKFLOW Customer Credt Limit Approval 28/07/2025 19:55:37 ADMIN StatWorkflow AutoComplete: ANNE AR0024 ARCUS -Custo... 7624 Workdlow compl.. 75004
ARWORKFLOW.New AR Customer Approval 28/07/2025 19:55:39 ADMIN StatWorkflow Watt PendingApproval ANNE AR0024 ARCUS - Custo. 7624 Bob's BBQ Sauc... New
APWORKFLOW AP Invoice Batch Approval 28/07/2025 19:56:42 ADMIN StatWorkflow Wait PendingApproval NATHALIE AP0020 APIBC - AP Invo... 56 56.0more muich... Ready
POWORKFLOW Purchase Order Approval 28/07/2025 19:58:14 ANNE Wat Approve PendingApproval  POOrderApproved  ANNE ANNE PO0620 POPORH -Purc...  PO000000040 Purchase Order ... USD3
ARWORKFLOW.New AR Customer Approval 28/07/2025 20:00:03 ADMIN Wat Approve PendngApproval  Customer activat... ANNE ANNE ARD024 ARCUS -Custo... 7624 New AR Custom... New
APWORKFLOW AP Invoice Batch Approval 28/07/2025 2001:44 ADMIN Wat Approve PendngApproval  APinvoiceBatch... NATHALIE NATHALIE APD020 APIBC-AP Invo... 56 AP Invoice Batc...  Ready
GLWORKFLOW GL Joumal Batch Approval 29/07/2025 04834 ADMIN StartWorkflow Wat PendingApproval STEVE GL000S GLBCTL - Batch... 000224 juybatch-Non C... Ready
GLWORKFLOW GL Joumal Batch Approval 29/07/2025 17:44:33 ADMIN StatWorflow ~ Wat PendingApproval STEVE GL0008 GLBCTL-Batch... 000225 batchforsmalja.. Ready
GLWORKFLOW GL Joumal Batch Approval 29/07/2025 174743 ADMIN Wat Approve Wait PendingApproval  Approved Level 1 STEVE TERENCE GL0008 GLBCTL - Batch... 000225 Approved (Level... Ready
GLWORKFLOW GL Joumal Batch Approval 29/07/2025 17:49:38 ADMIN StatWorkflow AutoComplete STEVE GLO008 GLBCTL-Batch... 000226 Wordlow compl... 8
GLWORKFLOW GL Joumal Batch Approval 29/07/2025 17:49:40 ADMIN AutoComplete STEVE GLO0B GLBCTL - Batch... 000226 Wordiow compl..._ 1

TERENCE Reaifd

< >

Press CTRL-F in any column to fiter Fiter

Refresh Dril Down Values Close

®* Rejected: The batch status remains Open . Notifications and workflow history logs indicate rejec-
tion, and the batch is returned for correction or deletion.

When TeamWork is enabled, users can view the chat messages and the workflow approval status, using
the Notes tray configured for the A/P Invoice Batch screen (using the Sage 300 desktop screen).
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e 0 s

Open  Close  Page
Company Company Setup Desf

File
A/C Setup
A/C Templates
A/C User

Common Services

EFT Processing
Extender

<

Inquiries
Reports
Setup
Workflow

<

General Ledger
Financial Reporter
G/L Accounts
G/L Periodic Processir]
G/L Reports
G/L Setup

G/L Transactions.

Information Manager

Inventory Control

Order Entry

Proiect and loh Costina

<

Soge

For Help, press F1

Batch Number

Batch Number
000192
000193
000194
000195
000196
000197
000198
000199
000200
000201
000202
000203
000204
000205
000206
000207

oS )2

Description
Retrieved From I

Retrieved From ...

SAMLTD AR -
SAMLTD AP - 6.

Retrieved From ...

P/O Generated

Retrieved From I...

Retrieved From |.
Retrieved From |

Retrieved From ...

Retrieved From |.
Retrieved From |
CLOSING ENT...
Retrieved From I

Retrieved From ...

Retrieved From |
P/O Generated ..
P/O Generated

P/O Generated ...

P/O Generated
P/0 Generated
P/O Generated .

P/O Generated ...

P/O Generated
P/O Generated ..
P/O Generated
P/O Generated .
P/O Generated
P/O Generated
P/O Generated ..
P/O Generated
P/O Generated
july batch

ERROR BATCH..

Sourceledger | |

Source Ledger

ic
ic
AR
AP

3335600606006 30

[ Show Posted and Deleted Batches

Edted Ready ToPost | Type
18/08/2010 Subledger
18/08/2010 Subledger
18/08/2010 Subledger
9/06/2014 Subledger
9/06/2014 Subledger
9/06/2014 Subledger
9/06/2014 Subledger
9/06/2014 Subledger
9/06/2014 Subledger
11/06/2014 Subledger
29/07/2022 No Subledger
29/07/2022 No Subledger
20/07/2022 Generated
29/07/2022 No Subledger
27/07/2025 Subledger
27/07/2025 Yes Subledger
25/07/2025 Subledger
25/07/2025 Subledger
25/07/2025 Subledger
26/07/2025 Subledger
26/07/2025 Subledger
26/07/2025 Subledger
26/07/2025 Subledger
26/07/2025 Subledger
26/07/2025 Subledger
26/07/2025 Subledger
26/07/2025 Subledger
26/07/2025 Subledger
26/07/2025 Subledger
26/07/2025 Subledger
26/07/2025

26/07/2025

29/07/2025

2025
29/07/2025
1

Posted
Ready To Post
Deleted
Deleted
Deleted
Deleted
Deleted
Deleted
Deleted
Deleted
Deleted
Deleted
Deleted
Deleted
Deleted
Deleted

Delete

Prov. Post

Post Al

Workflow history and audit logs

Print...

GL Journal chats - 000225

Teamwork added members

Teamwork
GL Journal Batch 000225-batch for small jars
Approval status: Approved Level 1
Next Step: Approve-2 of 2
Next Approver. TERENCE
05:47:41 PM

TERENCE approved GL Journal Batch 000225-batch for small jars

Status: Approved Level 2 - Approval 2 of 2

Comment Terence approves

05:49:33 PM

Completed by TERENCE. 2 of 2 approvers
Status: GL Batch Approved
Batch is ready to post Autopost Y

Reason: Non Canadian tax groups
All approvers: ADMIN, TERENCE

Ci : Steve

. Terence app

05:49:41 PM

GL Documents - 000225

05:47:40 PM

File

Date Modified

Extender logs all workflow steps: Use the Workflow Inquiries > Workflow Detail log to view the approvers
and their comments. The Workflow Detail log also includes auto-completed workflow for audit purposes.

Workflow Inquiries and Reports

TeamWork users can use A/C Chat Inquiries to view all chats related to the approvals.
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O/E Sales Order Approval

Sales Orders (O/E Order Entry) are reviewed and authorized by management based on criteria like
amount, vendor, or item before being issued to suppliers.

If the Order's properties (e.g., total amount, department, specific items) meet one of the defined con-
ditions, the Sales Order Approval workflow triggers.

Note: The process described below is similar for other transaction records in Sage 300, such
as Purchase Requisitions and O/E Sales Order.

When a user posts a Sales Order, the workflow evaluates the Workflow Rules. If no approval is required,
the workflow auto-completes. If the O/E requires one or more approvals, the O/E remains on hold until
all users have approved.

®* When all users have approved, the O/E is released, set off hold and the form can be saved as a
PDF in the configured folder.
®* When one user rejects, the workflow completes and the O/E remains on hold.

® Users need to adjust and start the approval process again by taking the O/E off hold.

*Note the below diagram is an example of a process flow, but will be a different example in the instruc-
tions/tutorial for Sales Order Approval.

O/E Sales Order Approval Page 47 of 78



TeamWork
for o

|

TeamWork
r— — — /" = 1
: Create Sales Order Scan order with barcode app
e, s e g ] e gy e ]
Extender
Retl Orqers, and N > Active and not retail A\ - Quotes
- \/
Yes YIS oo
7 " r— — — /"
Ask TERENCE for approval | |
Ask ANNE for approval Ask STEVE for approval
b — | |
S [ | g by e e e )
[~ 1
Ask ANNE for approval
. - — — — J
Y
AC Chat \,
I "
UESHE ABRrOves? o kl Sales Order taken "Off |
i ’ o | Hold" automatically |
|
T
r———7/1 -
" N | Users are notified of the |
| Sales order left "On Hold | | order status |
l___l___l L__1__‘!
| End of workflow |
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You need to import the Extender Module and configure the Workflow Rules.

Before you start

Step 1: Import Extender Module

Import and enable the OEWORKFLOW.Sales Order Workflow module in Extender Setup > Modules.
This imports the workflow templates and related message templates for Sage 300 Sales Order .

Step 2: Add a A/C Chat template for O/E Sales Order . Include preset users if required.

See Details In How To Install TeamWork On Page 6

Setting up workflow rules:

Rules can be based on any combination of fields on the Sales Order, Sales Order optional fields (header)
and the first line of the Sales Order .

In the example below, the rules are based on the O/E Total Amount and the Customer's country.

In Extender Setup > Workflow Rules,

Step 1: Search for your required workflow template. Select OEWORKFLOW.Sales Order
Approval and OEORDH as the View name.

® Finder - Workflow Rules

File Key Settings Global Settings

Find By: | View Name v Find Now Set Criteria

™
Rue ID 4 QL+ [Cortans | A Ato Searcn
Woriow [ . | [ Fler | l
e | R =T
Main * Options ACCHATWORKFLOW AC LEAVE APPROVAL ACLEVH
ACCHATWORKFLOW EXPENSE APPROVAL ACEXPH
Workflow Rules (What) ACCHATWORKFLOW.TIME RECORD APPROVAL ACTIMS
APWORKFLOW AP INVOICE BATCH APPROVAL APIBC
Describe the workflow conditions that apply APWORKFLOW NEW AP VENDOR APPROVAL APVEN

APWORKFLOW VENDOR PAYMENT TERMS APPROVAL APVEN

ARWORKFLOW NEW AR CUSTOMER APPROVAL ARCUS

GLWORKFLOW.GL JOURNAL BATCH APPROVAL GLBCTL
GLWORKFLOW.NEW GL ACCOUNT APPROVAL GLAMF
ICWORKFLOW.IC ADJUSTMENT APPROVAL ICADEH
ICWORKFLOW IC INTERNAL USAGE APPROVAL ICICEH
ICWORKFLOW.IC RECEIPT APPROVAL ICREEH
ICWORKFLOW. IC SHIPMENT APPROVAL ICSHEH v
ICWORKFLOW IC TRANSFER APPROVAL ICTREH >
ICWORKFLOW.NEW IC ITEM APPROVAL ICITEM
ICWORKFLOW.NEW IC LOCATION APPROVAL icLoC
OEWORKFLOW.NEW SHIPMENT NOTIFICATION OESHIH
€ X OEORDH patically approved.
POWORKFLOW PURCHASE ORDER APPROVAL POPORH
POWORKFLOW.PURCHASE REQUISITION APPROVAL PORGNH
RAWORKFLOW.RMA COMPLETION APPROVAL RAHEAD

Close

’
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Step 2: Set up Workflow Rules :

Rule 1: ORDTOTAL > 100, the approver is Anne

. []
Rule ID 44 > Q+
Workfiow [OEWORKFLOW.SALES ORDER APPROVAL ] Q [4  [OE Sales Order Approval. sets Order on hold unti approved by al levels ]
Voo Nexme EORDH | L [Sales Orders | | Open View Defauts |
Man Options
Workflow Rules (What) Workflow Conditions (How)
Devetos the wodkiow corsliors i cpt Select fields from the record/optional feld/detai 1 or ‘Al and define comparison & value for the condiion
e Nmber | Evaliolion Onder || Hulo Deaciption il v | @ Field (F5 suggested/F6 all) | Friendy Name | Compare Operation | Value 1
i ; Orders ORDTOTAL Total Amt. kems  Greater Than 100
20 biling to courtries other than Canada
30 al other orders
v
< >
Approvers (Who)
Select workflow users or groups for each run (upto 5 consecutive levels). Leave al levels blank f you want the workflow to be automatically approved.
Q User F5/Grou... | Excluding Entered By
v
L< I >
Save Delete Close

Rule 2: BILCOUNTRY it NOT equal to Canada, then Nathalie approves.
The list of countries is configured in a Sage 300 optional table for ease of maintenance.

For details, see Workflow Rules: Conditions (How) setup

Note: You could also use the IN compare operation, and list the countries in Value 1. This would work
if you have a short list of countries, it isn't used in other rules or Sage 300 screens and it doesn't
change often.
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Rule ID 44> Q+ o
Woridiow [OEWORKFLOW SALES ORDER APPROVAL | 3 [& [OE Sales Order Approval,sets Order on hold unti approved by al levels |
e Mot [oEorDH | [Sales Orders | | Open View Defauts

Main Options

Workflow Rules (What) Workflow Conditions (How)

K et emilons ok i Select fields from the record/optionalfield/detal 1 or ‘Al and define comparison & value for the condtion

Rule Number | Evaluation Order | Rule Description

Q Field (F5 suggested /FG al) | Friendy Name | Compare Operation | Value 1

O bdg o corties obectan Canada | S—— —— —

Approvers (Who)

Select workfiow users or groups for each un (up to 5 consecuiive levels). Leave alllevels blank f you want the workflow to be automatically approved.

| Q User F5/Grou. Excluding Entered By
NATHALIE

Rule 3: All other Sales Order s are approved by Terence.

Rule ID 44> Q+ "
Workflow IOEWORKFLOW SALES ORDER APPROVAL | Q™[ |0E Sales Order Approval, sets Order on hold until approved by all levels |
[y s [oEoRDH | ) [Sales Orders ] | Open View Defautts

Main  Options

Workflow Rules (What) Workflow Conditions (How)

Descatia s workliow casalilons i sl Select fields from the record/optional field/detail 1 or A} and define comparison & value for the condtion

Rule Number | Evaluati

| Q Field (F5 suggested/F6 all) | Friendly Name | Compare Operation | Value 1

billing to countries other than Canada

Approvers (Who)

Select workflow users or groups for each run (up to 5 consecutive levels). Leave all levels blank if you want the workflow to be automatically approved.

| Q User F5/Grou.. | Exciuding Entered By

TERENCE

Step 3: On the Options Tab, select the A/C chat template

Step 4: On the options Tab, select the PrintPurchaseOrder report if you want the workflow approval
step to save the O/E as a PDF in the configured folder.

Note: This requires to configure the folder and the Crystal report to use in the TeamWorkO/E con-
figuration table.
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Step 5: Save the workflow rules page to save your configuration of the workflow template.
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Using the Sales Order approval workflow

Step 1: Sales Order Creation:

A user creates and saves a new Sales Order with ORDERTOTAL over 100, and another with international
billing (outside of Canada) in the system. T workflows are triggered. Sales Order is on hold. The system
notifies the user of the workflow starting.

Users can only take the O/E off hold by approving the workflow. The screenshots below will demonstrate
the situation with over 100 ORDERTOTAL.

OrderNo. |4 4 [TNEW™ [» 1 Q + No.of Shipmerts | 0] Last Sipment No. | | -
Gustomer No.* ‘»} + o @ B [Coastal Bectric Company | LestivoiceNo. | |
“Order Customer  Taxes Optional Fiekds | Sales Spit | Totels " Requied
——ca [ Q. om | = =
Order Date ClonHoid | |
Order Type Active v [[] From Muttiple Quotes b Job Related Project Invoicing Retainage
Ship-To Location "\‘ + b Location [¢ |3 [Portof Vancouver |
Deliver By Exp. Ship Date [ Cale. Tax
Ship Via |:]\ [ | Trackingho. | |
b | | o | |

/BOM | Description Q, Price List Q, Location Deliver By Exp. Ship Date Gty. Ordered | Q, Order UOM Q, Order Weight UOM
Fuorescent Des... CANADA 4 19/08/2025 19/08/2025 100.0000 Ea. Ibs.

v

< >
Qty. on Hand Gty. on Sales Order Qty. on Purchase Order QGty. Committed Qty. Available
Location 4 (Ea.) 206.0000 10.0000 [4 0.0000 0.0000 206.0000
All Locations (Ea.) 649.0000 43.0000 [4 861.0000 [H 0.0000 649.0000
) kem/Tax... | Components.. 75}":71'! \ Set Ship Date | 756[Looabon | Order Subtotal 5.993.00| |C‘\D
Post Create PO Delete \ History... | Prepaymert... Close
Message
Description: Waiting for ANNE to approve Sales Order. Orderis on hold.
Source: 15:10:37
P

Step 2: Approval Request:
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The workflow evaluates the conditions in the rules and sends an approval request to the assigned
approver(s) (e.g., department head, procurement manager, finance).

Step 3: Review & Action

Approver reviews the O/E details, cost, and necessity, then approves or rejects. Approvers can approve in
A/C Chat app (if using TeamWork) or in the Extender workflow console.

AutoSimplyChat

<« OE Order approval : ORD000000000071

Anne,NATHALIE,STEVE,TeamWork, Terence

8/19/2025
TeamWork created new chat
TeamWork added members

TeamWork added members

TeamWork
@ ADMIN has requested approval for order ORD000000000071 for Coastal Electric Company-1400.
Status: On Hold PendingApproval

Waiting for approval by: ANNE (1 of 2)
Reason: order value over 100
7:10 AM

OE Order- for customer 1400 - order value over 100

OEWORKFLOW.Sales Order Approval

Key ORD000000000071
Status PendingApproval
Started on 8/19/2025 7:10 AM
By ADMIN

Assigned to ANNE

Requesting CAD5,999.00
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. ME
OnderNo. |4 « [EEDIIIIT] » ¥ Q+ No.of Shpmerts | 0 Last Shipment No. | |

Customer No, .+ b BB [Comtal Hectic Company | LastivoiceNo. | |

Tonder | Gisiomer | | Taies | [ Optonal eide | [ Saics o | Takais

emis = Gk Q PO No. | | [Btatus: Posted | [Ertered By: ADMIN |

Order Date [HAonHoid | | |
| Order Type Active v From Multiple Quotes ) Job Related Project Invoicing Retainage
Ship-To Location Q + 5 Locaion e | [Potof Vancouver |
Deiver By B, Ship Date [Acac. Tax
sow [ ]3| | e | |

Description | l Reference | |

BOM | Description Q Price List Q Location Deliver By Exp. Ship Date Qty. Ordered | Q. Order UOM Q. Order Weight UOM
Fluorescent Des... CANADA 4 19/08/2025 19/08/2025 100.0000 Ea. lbs.

v
< >
Qty. on Hand Qty. on Sales Order Qty. on Purchase Order Gty. Committed Qty. Available
Location 4 (Ea) 206.0000 10,0000 [ 0.0000 0.0000 206.0000
All Locations (Ea.) 649.0000 43,0000 [& 861.0000 [5 0.0000 649.0000
‘7 ftem/Tax... | Companents... Ship All Set Ship Date [ Set Location ‘ Order Subtotal 5.999.N| |CAD |
Post | | Create PO_"\ ‘ Delete | ‘ History... 1 Prepayment... ' \ Close

L

Step 4: Workflow Completion:

® Approved: The Sales Order 's status updates to allow issuing to the Off Hold,
If the Print Report option is configured, the O/E PDF document is created.
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OderNo. |4 4 Qo+ NoofShpments [ 0 LastShpmemtMo. [ |
- T e e T
TOrder Customer Taxes Optional Fields  Sales Spit  Totals
Template Code ) PO No ‘ | [etusiPosted | [Ertered By: ADHIN |
Order Date Clonkod| | ]
| Order Type EE From Mutiple Quotes ) Job Related Projest ivoicing Fotacmcn

A/C Chat history - ORD000000000071

Terence

Why should | approve?
03:39:39 PM

Ship-To Location Q40 locaon [t | R [Potof Vancouver ] m

Deliver By Exp. Ship Date [ Cale. Tax they always pay on time. and itis an urgent order
Ship Via [ | 2 ‘ Tracking No. | | 03:40:07 PM

Deat [ | Reference [ |

TERENCE approved Sales Order ORD000000000071
for Coastal Electric Company 1400 .

B ShipDate |  Qty.Ordered | Q Order UOM
Fuorescent Des... CANADA 4 19/08/2025 19/08/2025 100.0000 Ea. bs.

Status: Approved Level 2 - Approval 2 of 2
Comment all good! please continue with processing

03:41:01 PM

v
< >

Sales Order ORD000000000071 for Coastal Electric
Qty. on Hand Qty. on Sales Order Qty. on Purchase Order Qty. Committed Qty. Available Company 1400 approved and released.

Location 4 (Ea) 206.0000 110.0000 [ 0.0000 0.0000 BRI Completed by TERENCE. 2 of 2 approvers.

Al Locations (Ea) 649.0000 143.0000 [4 861.0000 [ 0.0000 G Reason: order value over 100

tem/Tax Components Ship Al Set Ship Date Set Location | Order Subtotal 599300 [cAD All approvers: ANNE. TERENCE

Comments: anne approves, all good! please continue
with

Post Create PO Delete History. Prepayment... Close
03:41:04 PM

processing
03:41:05 PM

* Rejected: As soon as one user rejects, the workflow completes. The Sales Order remains on hold,
and it's returned for modification or cancellation. The workflow status indicates rejection.

When TeamWork is enabled, users can view the chat messages and the workflow approval status, using
the Notes tray configured for the P/O Purchase Order screen (using the Sage 300 desktop screen).
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OrderNo. |4 4 [RDOOODOOOOOCTT ) p| Q + No. of Shipments D’ LastShpmentho. [ ]
P SRE  [omsmc O
TOrder Customer Taxes Optional Fields  Sales Spit  Totals
Template Code ) PO No ‘ | [etusiPosted | [Ertered By: ADMIN |
Order Date Clonkod| | ]

A/C Chat history - ORD000000000071

Terence

Why should | approve?

03:39:39 PM

| Order Type Active v Job Related Project Invoicing Retainage
Ship-ToLocation [WONLE | + ) | R [Potof Vancouver ] m
Deliver By 19/08/2025 [ Cale. Tax they always pay on time. and itis an urgent order
Ship Via [ | )] A Tracking No. | | 03:40:07 PM
Dewciplin [ ] Reference [ |

TERENCE approved Sales Order ORD000000000071
for Coastal Electric Company 1400 .

Deliver By
Fuorescent Des... CANADA 4 19/08/2025

Qty. Ordered | Q Order UOM

Status: Approved Level 2 - Approval 2 of 2
Comment all good! please continue with processing

03:41:01 PM

v
< >

Sales Order ORD000000000071 for Coastal Electric
Qty. on Hand Qty. on Sales Order Qty. on Purchase Order Qty. Committed Qty. Available Company 1400 approved and released.

Location 4 (Ea) 206.0000 110.0000 [ 0.0000 0.0000 BRI Completed by TERENCE. 2 of 2 approvers.

Al Locations (Ea) 649.0000 143.0000 [4 861.0000 [ 0.0000 G Reason: order value over 100

All approvers: ANNE, TERENCE

Rem/Tax... | | Componerts Ship Al Set Stip Date Set Location | Order Subtotal 599300 [cAD

Comments: anne approves, all good! please continue

Post Create PO Delete History. Prepayment... Close with

03:41:04 PM

processing
03:41:05 PM

Workflow history and audit logs

Extender logs all workflow steps: Use the Workflow Inquiries > Workflow Detail log to view the approvers
and their comments. The Workflow Detail log also includes auto-completed workflow for audit purposes.

Workflow Inquiries and Reports

TeamWork users can use A/C Chat Inquiries to view all chats related to the approvals.
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O/E New Shipment Notification

This workflow template creates a notification in A/C Chat based on the workflow rules.

The delivery driver can then update the delivery details in the chat, capture a signature and proof of deliv-
ery documents.

To inform relevant parties (e.g., customer service, logistics, sales) when a new shipment has been ini-
tiated, allowing them to track and communicate delivery information.
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You need to import the Extender Module and configure the Workflow Rules.

Before you start
Step 1: Import Extender Module

Import and enable the OEWORKFLOW.New Shipment Notification module in Extender Setup

> Modules. This imports the workflow templates and related message templates for Sage 300 Sales
Order.

Step 2: Add a A/C Chat template for O/E New Shipment Notification . Include preset users if required.

See Details In How To Install TeamWork On Page 6

Setting up workflow rules:

Rules can be based on any combination of fields on the Shipment, Shipment r optional fields (header)
and the first line of the S hipment.

In the example below, the rules are based on all the shipments causing notifications.

In Extender Setup > Workflow Rules,

Step 1: Search for your required workflow template. Select OEWORKFLOW.New Shipment Noti-
fication and OESHIHas the View name.

Ell

Rule ID 44 rQ+

Workflow [PEWORKFLOW.NEW SHIPMENT NOTIFICATION ][4 [Netfication in chat when new shipments are created. Use workflow rules to corfigure condions |
S Mot OESHIH | Q  [shipments ] | Open View Defauits

Main  Options

Workflow Rules (What) Workflow Conditions (How)

Descabe e woekdiow coniiers et sy Select fields from the record/optional field/detail 1 or ‘All) and define comparison & value for the condition

Rule Number | Evaluation Order

Q Field (F5 suggested/F6 al) | Friendly Name | Compare Operation | Value

N OE Shipments notification

Approvers (Who)

Select workflow users or groups for each run (up to 5 consecutive levels). Leave all levels blank if you want the workflow to be automatically approved.

Q User F5/Grou ‘ Excluding Entered By

| TERENCE |

o s own - I
&
2

Save Delete

Step 2: Set up Workflow Rules :
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All shipments send notifications.

For details, see Workflow Rules: Conditions (How) setup

Note:

Step 3: On the Options Tab, select the A/C chat template

Step 4:

Note:

Step 5: Save the workflow rules page to save your configuration of the workflow template.
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Using the OE Shipment Notification workflow

Step 1: Shipment Notification:

A user creates and saves a new Sales Order with over 100 items. Shipment Notificationworkflows are
triggered. The system notifies the user of the workflow starting.

Users ahe screenshots below will demonstrate the situation with over 100 items.re then notified of the

new shipment process starting.

Open  Close Page

File
v General Ledger 2
Financial Reporter
G/L Accounts
G/L Periodic Processing
G/L Reports
G/L Setup
G/L Transactions
> Information Manager
> Inventory Control
v Order Entry
O/E Forms
O/E Periodic Processini
O/E Reports
O/E Setup
O/E Statistics and Inqui
1 O/E Transactions
> Project and Job Costing
v Purchase Orders
P/O Analytical Reports
P/O Create Purchase O
P/O Farme

Print
Company Company Setup Destination

[ Object ~

t aa

£} Properties
M a Up One View
Level -
Objects Desktop View

O/E Transactions (Shipm

Licensed to: Ochid Systems, Orchid Sys
Dealer: Orchid Systems
< Emma

Order Entry Shipment Entry

v

Shipment  Customer Taxes Optional Fields Sales Spit Rates Totals

R R —
a— T — e —
)

Customer No. *

PO Number | |

OdecMumber [ |Q[E From Muliple Orders o

Template Code X Shipment Date PosingDate  [W/07/2025 |t Year/Perod [2025-07 |
Location [ | [Central warehouse - Seattle: | Exp. Stip Date No.of Shipmerts [ 0]
sipTolocaton | |Q + Job Related [ ] Profect lnvoicing Peteks [ACdciste Tax [ ]Crets bivokca

| | Refeence | |

Description

Qty. Shipped [l

| Q Location

Q_ tem No./ Misc. Charge Q Kt/BOM | Description Q Price List

A1-103/0

USA

Fluorescent Des.

Qty. on Sales Order Qty. on Purchase Order Gty. Committed Qty. Available

Qty. on Hand
Location  1(Ea) 139.0000 24,0000 (4 305.0000 [4 0.0000 139.0000
All Locations (Ea.) 659.0000 43.0000 [4 831.0000 [4 0.0000 659.0000
bt (G S st
Close

Post History... Prepayment...

3 > |
Sage  ForHelp, press F1 — _

Page 62 of 78

Using the OE Shipment Notification workflow



TeamWork
for Sa

TeamWork

B Confirmation < |

Posting completed.
Shipment Number: SH00000000000000000064.

Do you want to print?

[/ Picking Siip

Yes No

New... o
Date Modified

Shipment d¢

" ™ :

T R i R m— R w [

- R Y S T —
sl

| Shipment Chat Messages - SHO0000000000000000063

| Wednesday, July 30, 2025

“Shipmert Customer Taies  Optional kds  Sales Splt Rates Totals
OderMamber [ | [4 From Mutiple Orders ] PO Number
Templete Code  [FCTVE | Q3 Shipment Date Posiing Date Year/Period Teamwork created new chat 07:33:13 pM
N e o Swoue N
SipTolocaion | |Q + Job Related | Project Invoicing Retainage MCakcuate Tax [ Create Invoice

Teamwork added members 07:33:13 PM

Teamwork added members 07:33:14 PM

Qty. Shipped [l

\q Rem No./ Misc. Charge Q Ki/BOM | Description Q Price List Q, Locaion

1 fem A1-103/0 Fluorescent Des... USA 1 10.0000
OE Shipment SH00000000000000000063 for customer 1200™~Mr. Ronald
Black created. Please attach proof of delivery.
v
< = 07:33:15 PM
Gty. on Hand Qty. on Sales Order Qty. on Purchase Order Gty. Committed Qy. Available
Location  1(Ea) 129.0000 24.0000 [ 305.0000 [ 0.0000 129.0000
All Locations (Ea.) 649.0000 43.0000 [ 831.0000 [ 0.0000 649.0000
| [ S
Close

Step 2: Approval Request:

The workflow evaluates the conditions in the rules and sends an approval request to the assigned
approver(s) (e.g., department head, procurement manager, finance).

Step 3: Review & Action
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AutoSimplyChat = O X

&  OE Shipment notification : SHO000000000... @ =

7/30/2025

TeamWork created new chat

TeamWork added members

TeamWork added members

TeamWork

OE Shipment: SH00000000000000000063 for customer 1200~ Mr.
Ronald Black created. Please attach proof of delivery.
11:33 AM
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AutoSimplyChat

: Contact E Action Er Approve ¢ Setting

OATEAM - Chat

OE Shipment notification : SHO0000000000000000063
OE Shipment: SHO0000000000000000063 for customer 1200~Mr. Ronald... &

GL Batch approval : 000225 7/29/2025
Completed by TERENCE, 2 of 2 approvers

LEVO0O000007
Terence created new chat

AC Time Entry approval : 3
Time attendance for TERENCE approval completed.

AC Leave approval : LEVOO000006
AC Leave for TERENCE approval completed.

AC Leave approval : LEVO0000005
AC Leave for TERENCE approval completed.

LEVO0O000006
Terence created new chat

AC Leave approval : LEVO0000004
AC Leave for TERENCE approval completed.

LEVO0O000005
Terence created new chat

LEVO0000004 7/26/2025
Terence created new chat

Using the OE Shipment Notification workflow
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Step 4: Workflow Completion:

®* Approved: The New Shipment Notification is sent to Terence.

When TeamWork is enabled, users can view the chat messages and the workflow approval status, using
the Notes tray configured for the P/O Purchase Order screen (using the Sage 300 desktop screen).

Workflow history and audit logs

Extender logs all workflow steps: Use the Workflow Inquiries > Workflow Detail log to view the approvers
and their comments. The Workflow Detail log also includes auto-completed workflow for audit purposes.

Workflow Inquiries and Reports

TeamWork users can use A/C Chat Inquiries to view all chats related to the approvals.
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Purchase Order Approval

Purchase Orders (PO) are reviewed and authorized by management based on criteria like amount,
vendor, or item before being issued to suppliers.

If the PO's properties (e.g., total amount, department, specific items) meet one of the defined conditions,
the Purchase Order Approval workflow triggers.

Note: The process described below is similar for other transaction records in Sage 300, such
as Purchase Requisitions and O/E Sales Order.

When a user posts a Purchase Order, the workflow evaluates the Workflow Rules. If no approval is
required, the workflow auto-completes. If the PO requires one or more approvals, the PO remains on
hold until all users have approved.

®* When all users have approved, the PO is released, set off hold and the form can be saved as a
PDF in the configured folder.
®* When one user rejects, the workflow completes and the PO remains on hold.

® Users need to adjust and start the approval process again by taking the PO off hold.
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— — — — —

| Purchase Order record is I
| made and attempting to post I

e e ae e
Extender
Y
PO ab 5k i
PO below 5k N - AHONE Amsome No All other transactions
countries
Yes Yes
Yes s _l’_ = J’
| ™ i r— —— ="
_ T —_ — | ANNE to approve | ANNE to approve
L L e ke —
ANNE to approve NE— (——
| FEmuamnlYens s STEVE to approve
T e —. | r 1 N —
| ANNE to approve | — _¢_ s
Lo e e o] STEVE to approve
AC Chat /\r
v\
o User/s approves?
r— /" r— "
" " I Purchase Order taken |
| PO left "On Hold | | OTEHEIA? |
l———‘———’ L__l___l

-

| End of workflow |

e r—re—ae e o
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You need to import the Extender Module and configure the Workflow Rules.

Before you start
Step 1: Import Extender Module

Import and enable the TEAMWORKPO.Purchase Order Workflow module in Extender Setup
> Modules. This imports the workflow templates and related message templates for Sage 300 Purchase
Order.

Step 2: Add a A/C Chat template for P/O Purchase Order. Include preset users if required.

See Details In How To Install TeamWork On Page 6

Setting up workflow rules:

Rules can be based on any combination of fields on the Purchase Order, Purchase Order optional fields
(header) and the first line of the Purchase Order.

In the example below, the rules are based on the P/O Total Amount and the Vendor's country.

In Extender Setup > Workflow Rules,

Step 1: Search for your required workflow template. Select
POWORKFLOW..PURCHASE ORDER APPROVAL and POPORH as the View name.
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Q Finder - Workflow Rules — O X
File Key Settings Global Settings

Find By: | View Name v| | Fadlow | | setCiteda

any | Rue 1D 4P IQ+
Workfiow [ARWORKFLOW NEW AR CUSTOMER APPROVAL |Q 8 [NewaR
View Name [Recus |Q  [Customers/Giierts

Main  Options Workflow
ACCHATWORKFLOW AC LEAVE APPROVAL
coy Workflow Rules (Wh at) ACCHATWORKFLOW EXPENSE APPROVAL
| ACCHATWORKFLOW.TIME RECORD APPROVAL

Describe the workflow conditions that apply APWORKFLOW AP INVOICE BATCH APPROVAL
Ext APWORKFLOW.NEW AP VENDOR APPROVAL
Rule Number | Evaluation Order | Rule Description APWORKFLOW.VENDOR PAYMENT TERMS APPROVAL
18 New customers to be approved ARWORKFLOW CUSTOMER CREDIT LIMIT APPROVAL

ARWORKFLOW NEW AR CUSTOMER APPROVAL
GLWORKFLOW GL JOURNAL BATCH APPROVAL
GLWORKFLOW NEW GL ACCOUNT APPROVAL
ICWORKFLOW IC ADJUSTMENT APPROVAL
Ger ICWORKFLOW. IC INTERNAL USAGE APPROVAL
Inf ICWORKFLOW IC RECEIPT APPROVAL
ICWORKFLOW.IC SHIPMENT APPROVAL
ICWORKFLOW.IC TRANSFER APPROVAL
on ICWORKFLOW NEW IC ITEM APPROVAL
ICWORKFLOW.NEW IC LOCATION APPROVAL

‘ Contains v [ M Auto Search

| x

OEWORKFLOW NEW SHIPMENT NOTIFICATION It the workflow
Pui  OFWORKFIOW SALES ORDER APPROVAL__
‘gPOWORKFLOW PURCHASE ORDER APPROVAL
POWORKFLOW PURCHASE REQUISTTION APPROVAL — PORGNH " -
RAWORKFLOW RMA COMPLETION APPROVAL RAHEAD
<
—
s Save Delete Close

[ T R LL T amn

S 8

Oitems  1item selected 723 KB

Step 2: Set up Workflow Rules :

Rule 1: DOCTOTAL < 5000 [1], the approver is Anne [2]

Conditions ID 44 p M+ ) -
Wodklow :W»pnom |13 [ [FO Purchase Order Aoproval sels Order on hold ul approved by all jevels ]
View Name [Fororn |3 [Porchase Orden | | Open View Defmts

"Man | Options

Workflow Rules (What) Workflow Conditions (How)

Describe the workflow condtions that apply Select fields Tor Al and 8 value for

Approvers (Who)

Select workdlow users or graups for each run p to levels). Leave. you idiow to b approved.

Rule 2: Doc total is above 5k and in some countries[3], the approvers and Anne and Terence [4]

Page 70 of 78 Purchase Order Approval



TeamWork
for

TeamWork

The list of countries is configured in a Sage 300 optional table for ease of maintenance.

For details, see Workflow Rules: Conditions (How) setup

change often.

Note: You could also use the IN compare operation, and list the countries in Value 1. This would work
if you have a short list of countries, it isn't used in other rules or Sage 300 screens and it doesn't

I

Desciibe the workflow conditions that apoly

Condtions 1D M4+

Wordlow TEAMWORKPO PURCHASE ORDER APPROVAL ‘ b [:‘ ‘Pﬂ Purchase Order Approval, sets Order on hold until approved by al levels |
View Name ’WH ]y [Purchase Orders | | Open View Defauts

Main  Options

Workflow Rules (What) Workflow Conditions (How)

Sedect fields 1or A}

Approvers (Who)

Select workflow users or groups for each iun (up to 5 conseculive levels). Leave alllevels blank # you want the workfiow to be automaticaly approved.

Rule 3: All other purchase orders [5] are approved by Anne, Terence and Steve [6]

Condions 1D 44 » » Q +

EI

Workdiow [TEAMWORKFO PURCHASE ORDER APFROVAL

| 1@ [mmmmvi,msmmwmwwam |

PO below 5K approved by ANNE
PO above 5K in some countries approved by Anne and Terence:
ther PO approved by 3 users

View Nams [PoPoRH | §  [Purchase Orders | | Open View Defauits

“Man Oplions

Workflow Rules (What) Workflow Conditions (How)

Descrbe the workflow condtions that apply ot o : Auuie:

Approvers (Who)

Select workow users or groups for each nn (pto levels) Lea # you want the workflow to b approved

Purchase Order Approval
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Step 3: On the Options Tab, select the A/C chat template

Step 4: On the options Tab, select the PrintPurchaseOrder report if you want the workflow approval
step to save the PO as a PDF in the configured folder.

Note: This requires to configure the folder and the Crystal report to use in the
TeamWorkPO configuration table.

Step 5: Save the workflow rules page to save your configuration of the workflow template.
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Using the Purchase Order approval workflow

Step 1: Purchase Order Creation:

TeamWork

A user creates and saves a new Purchase Order of over 5k in the system [7]. The workflow is triggered.

Purchase Order is on hold. The system notifies the user of the workflow starting.

Users can only take the PO off hold by approving the workflow.

=]

- ME
onren 14 4 Qs ey [
. v e I —

Order Taxes Optional Fields Totals * Required
Template |:| ) [ From Requistion | [Jon Hold Job Related

7, " . ) - .
PO Date 11/07/2025 FOBPart | Amval Date 2
PO Type Active v
swimn [ 130 sew [ JQ |

Vendor Acct. Set* [TRADE |3 [Accounts Payable. Trade

3 |

BlTolocaton | | b TemsCode® [N% 1Q [Net 30 Days |
|

|

Completed | Q ttem Number ltem Description Q Location | [@] Drop-Ship Quantity Ordered | Q. Unit of Measure Q Unit Cost

A1-105/0 13W Mini Fluorescent Bulb | 1 No 10.0000 4 896800

< >
| em/Tax.. | | Calc. Taxes | Consolidate SetAmvalDate | | Set Locaion  Onder Subtotal @ 48.97| [CAD
Post Delete | Hstory.. |  Cose |
Message
Description: Waiting for ANNE to approve purchase order. PO is on hold.
Source: 22:34:09
Pt

Step 2: Approval Request:

The workflow evaluates the conditions in the rules and sends an approval request to the assigned

approver(s) (e.g., department head, procurement manager, finance).

Step 3: Review & Action

Using the Purchase Order approval workflow
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Approver reviews the PO details, cost, and necessity, then approves or rejects. Approvers can approve in
A/C Chat app (if using TeamWork) or in the Extender workflow console.

Tip: When using TeamWork, you can use the ? icon to print a draft purchase order. The draft PDF will
be saved in the chat.

<& TeamWork PO Approval : PO000000048 @ =

7/11/2025
TeamWork created new chat
TeamWork added members

TeamWork added members

TeamWork
@ ADMIN has requested approval for PO PO000000048 - with
Coastal Heating of Ottawa-1400.
Status: On Hold PendingApproval
Waiting for approval by: ANNE (1 of 1)
Approval criteria: PO below 5K approved by ANNE
2:34PM

PO 1400 - PO below 5K approved by ANNE o
TEAMWORKPO.Purchase Order Approval Normal
ID 1253

Key P0000000048 (§)

Status PendingApproval

Started on 7/11/2025 2:34 PM

By ADMIN

Assigned to ANNE

Requesting CAD55.34
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View: @ A1 (O Assigned to me or a group I'm in (O) Assigned only to me
No color [ Hgh Value [ANomal
Started On Started By
TEAMWORKAR.... 4/07/2025 9:44.06 ADMIN FINANCE
TEAMWORKAR.... 4/07/2025 13:57.27 ADMIN FINANCE
TEAMWORKAR.... 4/07/2025 13574 ADMIN ANNE
TEAMWORKAC... 4/07/2025 1711251 ADMIN TERENCE
TEAMWORKIC.I... 4/07/2025 17:14:22 ADMIN ANNE
TEAMWORKAC... 4/07/2025 17:28:20 ADMIN ANNE
TEAMWORKAC... 4/07/2025 17:39:20 ADMIN ANNE
TEAMWORKAR.... 6/07/2025 11:15:52 ADMIN TERENCE
TEAMWORKPO.... 6/07/2025 11:37:56 ADMIN ANNE
TEAMWORKAP.... 6/07/2025 13:37:36 ADMIN SUSAN
TEAMWORKAR.... 11/07/2025 20:47:29 ADMIN STEVE
11/07/2025

=
Description Requested Value
New Company -... 5300.000 Wait
Bargain Mart -S...  13400.000 Wait
Mr. Ronald Blac...  203000.000 Wait

TEAMWORK- Al..  LeaveApproval Wait
transferfrom app... IntemalUsageAp... Wait
ANNE- Alitime a... TimeApproval Wait
ANNE- Alltime a... TimeApproval Wait

Approved (Level.. New Customer A Wait

PO New POfro.. CNY28470350  Wat
70.0-P/O Gener... ReadyToPostAp.. Wait
Approved (Level... New Customer A.. Wait
PO 1400 - PO CADSS.34

Press CTRL-F in any column to filter

Refresh (48) Drill Down Histary Values Reassign Delete

Step 4: Workflow Completion:

* Approved: The Purchase Order's status updates to allow issuing to the Off Hold [8],
If the Print Report option is configured, the PO PDF document is created.

PO Number [T WP 0000000048 Qo+

Mandor Nombes ’Tw | o) [Coastal Heating of Otawa

[ From Requistion o []0n Hold

Individual PO - 1400/P0000000048 New. 2

File Date
@ PO000000048.pdf 11 Jul

< >
TeamWwork Chat - PO00D000048

FOBPant |

S

Tems Code * N30 |Q [Net 30 Days

Vendor Acct. Set * ﬁADE | ) |Amam Payable, Trade

1 Ne A1-105/0 13W Mini Flucrescent Bub 1 No

Completed | Q, kem Number | kem Description Q, Location Drop-Ship |  Quantty Ordered | Q. Unit of Measure

Q, Unit Cost | L
4.896800

kem/Tax. Calc. Taxes | | Consoldate Set Anival Date

Post Delete Hestory....

"
ADMIN has requested approval for PO PO000000048 -
with Coastal Heating of Oftawa-1400.

Status: On Hold PendingApproval
Waiting for approval by: ANNE (1 of 1)

Approval criteria: PO below 5K approved by ANNE
10:34:14 PM .

ANNE (app! 10f 1) app p order
P0O000000048 for vendor 1400

Comment anne approves
Status: Approved Level 1
10:39:37 PM

Approval completed. Purchase Order PO000000048 -
for vendor Coastal Heating of Ottawa. is released.

Completed by ANNE, 1 of 1 approvers

Status: POOrderApproved
Reason: PO below 5K approved by ANNE
All approvers: ANNE

Comments: anne approves
10:39:39 PM

®* Rejected: As soon as one user rejects, the workflow completes. The Purchase Order remains on
hold, and it's returned for modification or cancellation. The workflow status indicates rejection.

Using the Purchase Order approval workflow
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When TeamWork is enabled, users can view the chat messages and the workflow approval status, using

the Notes tray configured for the P/O Purchase Order screen (using the Sage 300 desktop screen).

& OATEAM - P/O Purchase Order Entry
File  Setiings  Help

PO Number

OATEAM - P{O Purchase Order Entry X

Verdor Number [1400 |

Individual PO - 1400/P0000000053 Mew., T
ME
14 4 P Q+ Entered By [ADMIN File Date Modified
5 [ContalHeaing o Otona Lot Fecet o | | £E3PO0000000S3 pof 2Jul 2025, 10:00:02...

Order  Taxes Optional Fields  Totals

T [ ] Dfunrestr o

[10n Hold

* Required

Job Related Teamwiork Chat - POOO00000G3

PO Date FoBPaRt |

LY
\ Anival Date

:

Foee
Ship-To Location |:| b Ship-Via l:| Q

g1 <]

AN\

\

Purchase Order approval status: Approved Level 1

Heating of Ottawa

Bil-To Location
Vendor Acct. Set ‘TRADE “ ‘Accuunls Payable, Trade

ﬂ \ } PO POD00000053 - July tradeshow for Vendor 1400-Coastal
\

Next Approver TERENCE (Approver 2 of 2)

‘Ju?y tradeshow

Desciiption

<

] 09:57:20 PM

Terence Ang Printed PO0D0000053_PO_20250708
(1) PDF pdf

09:59:02 PM

+Ordered | Q Uit of Measure Q Unit Cost | Esdended Cost

OK, good pricing for this quality

09:59:42 PM

tem/Tax Cale. Taxes | | Consolidate Set Amval Date

Post Delete History.

Py
TERENCE (approver 2 of2) approved purchase order
Set Location Order Subtotel PO000000053 for vendor 1400
Comment OK
iz Status: Approved Level 2

09:59:55 PM

Approval completed. Purchase Order PO000000053 - July
tradeshow for vendor Coastal Healing of Ottawa. is
released

Completed by:TERENCE. 2 of 2 approvers
Status: POOrderApproved

Reason: PO abova 5K in some countries approved by Anne
and Terence

All approvers: ANNE. TERENCE

Workflow history and audit logs

Extender logs all workflow steps: Use the Workflow Inquiries > Workflow Detail log to view the approvers
and their comments. The Workflow Detail log also includes auto-completed workflow for audit purposes.

Workflow Inquiries and Reports

TeamWork users can use A/C Chat Inquiries to view all chats related to the approvals.
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