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Purchase order creation and approval
Purchase orders can be created and approved in ApprovalMax. It is possible to limit purchase order
requesters in terms of what types of products they can request, or from which vendors they can buy.
The purchase order approval routing is based on the workflow settings defined by the finance 
manager. Approvers receive requests including all the related information as part of the purchase 
order and as links to the corresponding files. After the authorisation has been completed, purchase 
orders are published to QuickBooks Online.

Bill creation and approval
Bills can either be pulled from Dext Prepare or get created in ApprovalMax manually. It 
is also possible to copy a purchase order into a bill. Once in ApprovalMax, bills will be 
routed automatically through a multi-step and multi-role approval process that is based 
on predefined criteria, such as vendor, amount, category, class, location, etc.

Audit trails

Audit trails contain all authorisation decisions and exceptions that have occurred and include 
comments, delegations, rejections and other details. On completion of the approval workflow, 
an audit report is generated for and attached to every approved document. Both will be kept in 
the general ledger, where the audit reports can be viewed without having to log into 
ApprovalMax.

Mobile app

Our mobile app (available for iOS and Android) can be used for on-the-go approvals, raising 
purchase orders and creating bills. With automated push notifications, approvers are 
notified immediately when a new finance document has been submitted for approval.

Reports

ApprovalMax provides a number of pre-built reports as well as the option to quickly create 
new reports using various filters. All reports can be printed out or exported in CSV format. 
Pre-built reports are available for: potential fraud detected, bills and purchase orders 
approved, purchase orders and bills approved this month.
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Roles in ApprovalMax

 

 

 

 

Administrator
This is the user who sets up workflows so that other users – requesters, approvers and 
auditors – can do their job. The administrator connects ApprovalMax to QuickBooks Online, 
invites new users, sets up multi-level approval workflows, creates reports and configures 
other settings.

Requester
This is the user who can create purchase orders in ApprovalMax. Requesters can make 
changes to their requests, and mark their purchase orders as billed. They are allowed to 
add other approvers from their organisation in any step of their request as well as remove 
those that have previously been added.

Approver

Approvers are users who review and then approve or reject purchase orders and bills. 
They can delegate the approval decision and leave comments for requesters. They are 
also allowed to add other approvers from their organisation to the request as well as 
remove those that have previously been added.

Auditor

Auditors have “read-only” access to all workflows, requests and the approval rules. They 
can generate reports and leave comments in approval requests.
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Approve purchase orders and bills

Go to Menu > Decision required. 

Here you’ll find all bills and purchase 
orders waiting for your approval:

Where to start
I want to…

Set up a new approval workflow
Go to Menu > Your organisation > 
Approval workflows. 

Here you can select an approval
workflow and start its 
configuration:

Create a purchase order and submit 
it for approval

Click on the “NEW REQUEST” 
button to start:
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Invite new users

Go to Menu > Your organisation > 
Users. 

Here you can enter the email address 
of new users and invite them. 
Alternatively, you can invite users 
during the workflow setup.

Use built-in reports
Go to Menu > Your organisation > 
Reports. 

Here you’ll find pre-built reports 
you can run, or create a custom 
one.


