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Creating bills and purchase orders in ApprovalMax

How to create a new bill or purchase order
First, click on NEW REQUEST ...

. th en, ﬁ I I i n th e req u i red ﬁ e | d s as X Create Purchase Order in "QuickBooks Online Demo?
ShOWh be|OWZ ORDER DETAILS T |

VENDOR DETAILS: this will be entered VENDOR DETALS
automatically with information from the
general ledger

‘‘‘‘‘‘‘‘‘‘‘‘‘‘

SHIPPING DETAILS

MEMO: here you can add any

information that you consider helpful for CATEGORY ETALS

the person approving and handling the T
purchase order further ap—

DESCRIPTION: this field is not

mandatory; the item description will be Fus

pulled from the general ledger e

CLASS: coding is mandatory (this can
also determine who approves the
purchase order)

CATEGORY: as this is set up by the
Administrator, this field might be named
differently in your organisation. It is
usually mandatory as it defines who is to
approve the purchase order.

EMAIL TO VENDOR: here you can tick
the box so that the purchase order will be
automatically sent to vendor once it’s
approved

When you're done, click on “Submit for Approval”.

GET YOUR FREE TRIAL ON APPROVALMAX.COM
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Creating bills and purchase orders in ApprovalMax

How to create a new bill or purchase

order using mobile app

X New Purchase Order
FOR XERO

Creating bills and purchase orders using
mobile app works the same way: tap “+”
symbol to start, fill in the required fields
and click on “Submit for Approval”.

Note for Enter Note text...
Approvers

PURGHASE ORDER INFO
Gontact* Bayside Wholesale

Date* Pick Date

Zz
2Z

There's no open requests :-)

Delivery Pick Deilivery Date
date

Ref Enter Reference
Ask you collegues f they eference

have something in the pipeline
Theme Standart

Currency usD

Amounts are  Tax Exclusive

LINE ITEMS

<+ Add Line Item

How to edit a purchase order = Ly - @
Purchase Order to ABC Furniture 4,596.11 CAD

To resubmit a rejected purchase order,
click on “Edit”, make your changes and
then click on “Resubmit for Approval”. @

Requested by
@ . e ens P

459611 CAD QUICKBOOKS ONLINE DEMONSTRATION
QUICKBOOKS ONLINE DEMONSTRATION

Purchase Order actiond_EDIT ) cOPY | (CANCEL)

Mailing Address Date Order number Department

. Purchase Order to Bayside Wholesale
lo cancel a purchase order, click on DL oo
“« » ITEM DETAILS
a n Ce l_ . Purchase Order to Bayside Wholesale
G e e
Purchase Order to Carlton Functions
SHIPPING DETAILS

shipvia Shipping Address

Until a purchase order has been fully ———

approved, it can be edited in any S—— > (coricseon) CRTIERID
workflow step. If this is the case, the @e"o o
approval workflow will start over.

Email: hello@approvalmax.com
Phone: +44 203034 3380

Web:
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Creating bills and purchase orders in ApprovalMax

How to find all your bills and purchase

orders

When you log into ApprovalMax, you'll
see the following screen:

"My decision required" contains all
requests that currently require your
decision. In "Created by me", you can

find all your pending requests and check
their status. Your drafts are in the "Drafts"
section.

What happens after bill or purchase order

has been submitted for approval

If you yourself are the Approver, you'll be
taken to the “Decision required” screen
after clicking on “Submit for Approval”.
You can then approve the document
immediately.

If you are not the Approver, clicking on
“Submit for Approval” will route the
request to the person responsible for
authorising it - who will receive a
notification and subsequently approve

(or reject) your request. Once this has been
done, you'll either be notified that your
bill or purchase order has been approved,

@ ApprovalMax

AR Credit Notes

Contract Approval

Expense Report

New Supplier Approval

Payment Approval

PROPPAPERBED

Travel Request

Reports

Reports

LR —
P—
P

Organisation Setings and Connection

= Decision required

G a0 (B

9,400.00 GBP

Purchase Order to Supplier 12

Requested by
Nikolas Frost
APPROVALMAX DEMO

Purchase Order to My Supplier

ROVALMAX DEMO

REJECT APPROVE

purchase Order to My Supplier Date Delivery Date Order number Reference Theme
Apr7.2020 - Allocated on approval - Standard
8900.00G8?
APPROVALMAX DEMO
tem Descripion  Qry UnitPrice Account Tax ope. Amount 8P
Purchase Order to My Supplier 0815: ool Tool 1000 10000 630-Ivercory  20% (VAT on Expenses)  Sales 100000
G oo o
APPROVALMAX DEMO
0816:Anccher  Anothertool 2000 20000 310-Costof Goods NoVAT (0%) Marketng 400000
P Sold
purchase Order to Bayside Wholesale 0817:Important  Important 1000 350.00 310-Cost of Goods ~ 209% (VAT on Expenses) 350000
477500 CAD Tool Tool Sold (20%)
QUICKEOOKS ONLINE DEMONSTRATION
15 are Tax Exclusive
Purchase Order to My Supplier 8500.00 GBP
o ) 900.00GBP
8200.00G8> otal Tax (0% 0.00G8P
APPROVALMAX DEMO
TOTAL:  9,400.00 GBP
Purchase Order to Supplier 12
c 250000 G27 DELIVERY DETAILS
APPROVALMAX DEMO DelveryAdaress  Amention Delivery Instructions

nnnnn

Purchase Order to My Supplier

[ = e

ROVALMAX DEMO

Purchase Order to Vendor ABC

ROVALMAX DEMO

epartment ve ) (_ controller Approval ) > (i NTaEE]
A

easer®

Purchase Order to Bayside Wholesale

02 oa0co

or receive the Approver’'s comment on why it was rejected.

Once fully authorised, purchase orders are automatically created in the accounting system and can
be automatically sent to suppliers. Bills will be posted to the accounting system ready to be paid.

Email: hello@approvalmax.com
Phone: +44 203034 3380

Web:




