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1 INTRODUCTION  

This guide provides a comprehensive walkthrough of the BatchFlow integration within 

Business Central, offering step-by-step instructions to help users optimize their user 

experience.  

2 Pre-requisite 

• Access to Business Central: Users need valid credentials and access rights. 

• BatchFlow4 App:  Install Batchflow4 app from AppSource 

 

3 How to  

Install and activate the app 

This section provides an overview of the installation steps for the App 

• Install the Batchflow4 app from AppSource 

• Upon installation, the following notification is shown. 

 

 

 

 

 

 

 

 

• Upon activating, a dialog box opens, indicating the activation of the App with a 

Trail License. Click “OK” and refresh the page to update Subscription Information, 

then proceed with the configuration setup 

https://appsource.microsoft.com/en-us/product/dynamics-365-business-central/pubid.mdc_nordic%7Caid.batchflow4integration%7Cpappid.cf2bfaae-ab39-4022-8dac-9a65157b9ccb?tab=overview
https://appsource.microsoft.com/en-us/product/dynamics-365-business-central/pubid.mdc_nordic%7Caid.batchflow4integration%7Cpappid.cf2bfaae-ab39-4022-8dac-9a65157b9ccb?tab=overview
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Configure BatchFlow Setup  

This section provides an overview of the steps required for setting up BatchFlow App 

• After Installation, you are required to setup the BatchFlow App. This can be done 

from the Role Center or by searching “Batchflow Setup”. 

 

• When the wizard opens, you can see an overview of the setup process, beginning 

with the Number Series. 
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• You can create a new Number Series for Job No’s or use an existing one. To create 

a new one, provide the following details. 
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• Next, provide BatchFlow-related information (Optional). 

o Batchflow Dashboard Base URL is automatically populated. 

o Batchflow Serial No. can be obtained from Futurelink or by logging into 

your Batchflow dashboard. 
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Information  

When incoming BatchFlow documents are posted in BC, they are marked as 

“Archived” in the “Batchflow Imported GL Document List”. After these documents 

are “Archived”, you can setup a Retention policy that will define after how long they 

should remain before being deleted, helping prevent database overload. This, 

however, has no impact on any of the posted documents. 

 

• Upon setting “Clear Archive Data after Retention Period ” to true, a Job queue 

entry is created. By default, it is to be run on weekends, however, you can configure 

it in the Job queue entry to schedule as per your preference. 

• Specify the date formula for retention period.  

• To specify a period, use “W” for weeks, “D” for days, “M” for months, and “Y” for 

years, each followed by the respective number. 

Period Formula 

7 Days 7D 

1 Week 1W 

1 Month 1M 

1 Year 1Y 

 

• E.g.: If the “Archived Data Retention Period” is set to 1D whereas the current date 

is 21/05/2025. This means that when the job queue runs, it will delete all records 

that have been Archived/Synced before 22/05/2025. 
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• The user can also set up “Document processing” and “Allow editing BatchFlow 

Documents” (Optional). Upon setting “Allow editing BatchFlow Documents” to 
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true, user can edit the incoming documents present in Batchflow Imported GL 

Document List. 

 

• Click “Finish” after providing all relevant data.  
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• Upon doing so, the setup page opens, displaying all the data provided during the 

wizard process. 

 

 

• You can also directly navigate to the “BatchFlow Setup” page by searching for it. 

Upon opening the page, you can configure the Setup fields as described above. 
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Import Batchflow Documents  

• Import BatchFlow Document: 

To check if any documents have been sent to BC, refer to the following page: 

 

▪ "BatchFlow Imported GL Document"  
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You can import BatchFlow Documents of the type “Invoice” and “Credit Memo” 

that have been sent from BatchFlow to Business Central in two ways i.e. via 

Purchase Journals or as Purchase Documents. To process Batchflow documents as 

Purchase Documents, you need to configure the setup accordingly by enabling 

“Enable Document Processing”.  
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1. Processing & Posting via Purchase Journal: 

You can process documents as Purchase Journal lines and then post 
them accordingly.  

▪ Under the “Actions” tab, click on “Import BatchFlow Document”  

action. 

 

▪ Upon unsuccessful processing (Validation issue) of the incoming 

documents to Purchase Journal Lines, the “Batchflow Imported GL 

Document list” page pops up with relevant validation message 

against the record(s) that could not be processed. 
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▪ Upon successful processing of the incoming documents to Purchase 

Journal Lines, Purchase Journal Lines get populated with the relevant 

data which includes Vendor, G/L Account data and incoming 

document attachment. Similarly, the relevant record(s) are marked 

as “Processed” in the “BatchFlow Imported GL Document List” 
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The journal will now contain documents from BatchFlow along with a digital 

voucher linked to the imported documents. You can choose to post the journal and 

as per regulations, a voucher is required for successful posting of documents. If 

you need to make any adjustments, you can modify the journal lines. Alternatively, 

you may delete the journal lines, which will also delete the imported voucher from 

within Business Central, allowing you to re-process the documents as needed. 

 

Note: When the Journal Lines are posted, the corresponding processed records 

in the BatchFlow Imported GL Document List page are marked as Archived. 

 

2. Processing & Posting as Purchase Documents: 

You can process and post incoming BatchFlow Documents as Purchase 

Documents.  

▪ Go to “BatchFlow Setup” page and enable “Document 

Processing” to use this functionality. 
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▪ Upon enabling “Document Processing”, You can now process 

incoming documents as Purchase Invoice or Credit Memo 

depending upon the Document type. 

▪ Click on “Process as Documents” to process one or more imported 

document record. The action is visible on both the list and card 

page. 
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▪ If there are any processing errors, you will see them in the 

“Validation Error Message” against the relevant document. 

 

 

▪ Upon successful processing, relevant message is shown, and the 

record(s) are marked as “Processed” in the BatchFlow Imported 

GL Document List page. 
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▪ The processing of the document creates a relevant Purchase 

Document with Header and Lines as well as associated digital 

voucher for seamless posting. 
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▪ After processing, relevant documents can be posted as Purchase 

Invoice or Credit Memo. All processed documents coming from 

BatchFlow have “Is Batchflow Invoice” marked as true. 

 

▪ Select the Documents you want to post and click on “Batch-Post 

Invoices (BatchFlow)” to post the Document(s).  

 

▪ If the document(s) selected is not a BatchFlow document, the 

following message is shown. 
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▪ Upon successful posting, the posted purchase documents are 

created. The corresponding processed records in the BatchFlow 

Imported GL Document List page are marked as Archived. 
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Information:   

When incoming BatchFlow documents are processed as purchase documents or 

purchase journal lines, they are marked as “Processed”. 

However, when the relevant purchase documents or purchase journal lines are posted, 

the BatchFlow documents are marked as “Archived” as well.  

 

Lookup Document in BatchFlow 

When you have posted a journal and want to investigate a document 

afterwards, you can find the posted entry in Business Central and look up the 

document in Batchflow. 

o Use the search function to find the vendor ledger entries.  

o Find a Posted Document 

o Under “Related” tab choose “Batchflow” and click on “Lookup 

Document” 

 

Similarly, when you have posted a purchase document  i.e. posted purchase 

invoice or purchase credit memo, and want to investigate the document 
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afterwards, you can find the posted entry in Business Central and look up the 

document in Batchflow. 

o Open the posted purchase Credit Memo page. 

o Find a posted document 

o Under “Related” tab choose “Batchflow” and click on “Lookup 

Document” 

 

Use your username and password to BatchFlow to get access to the 

documents. 

Note:  BatchFlow Serial No. must be specified on Batchflow Setup page before 

using the Document Lookup action. 

 

Buy Subscription 

This section provides an overview of the steps required to Buy Subscription of the 

BatchFlow4 App. 

• To buy Subscription, click “Buy License” under the “Action” tab. 
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• Upon doing so, the “Update License” Wizard opens. 

 

 

• Fill in the “Customer Information” 
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• Select the Plan against which an Active subscription is required after the trial 

expiration 

 

• Upon clicking “Next”, a breakdown of the Subscription details being bought is 

shown for Customer information 
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• Click “Next” to proceed to the Checkout page. 

 

• In the Checkout page, provide payment details and click on “Save Card” to be 

directed to Payment Success page.  
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Note: The Card information will not be stored in BC and User will be charged 

on monthly basis after the trail period ends. 

• Click on “Finish “ to be redirected to Setup Page 

 

 

 

• Refresh page to get updated notification regarding App subscription. The 

information will get updated upon Trail end. 
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Cancel Subscription 

This section provides an overview of the steps required to Cancel an Active Subscription 

of the BatchFlow4 App. 

• To Cancel an Active Subscription, click “Cancel license at Period End” action 

under the “Actions” tab. 
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• Upon doing so, a confirmation message pops up for the cancellation. 

 

• After Confirmation, a detailed message regarding the cancellation pops up and 

the Subscription is set to be cancelled after the calculated period end. 

 


