
Getting started with ApprovalMax: how to set up 
a purchase order approval workflow in 10 minutes

GET YOUR FREE TRIAL ON APPROVALMAX.COM

If you have already signed up and connected your ApprovalMax organisation to QuickBooks Online, 
skip the first three steps and go to step 4 straightaway.

1. Sign up to ApprovalMax using your Intuit account or email address.
2. Set up your profile and organisation.
3. Connect your ApprovalMax organisation to QuickBooks Online; it can only be connected to one
organisation in QuickBooks Online.
4. To invite users, go to the “Users” tab. Here you can add email addresses in bulk. You can also add
users at a later stage one by one when you proceed to setting up a purchase order approval
workflow.
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5. Go to “Approval workflows” and select a purchase order approval workflow to start its
configuration. You will see an empty template that you’ll need to fill in.
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6. The first step is “Purchase order
creation”. Here you can add users who
will be able to create purchase orders.
To configure user rights in case you
need to restrict them, click on the ##
button.

7. The following steps are approval steps. Via the “+” icon, you can add as many of these as you
need to represent the number of authorisation levels in your organisation. Each approval step
has its own approval rules.
8. For each approval step, you can add as many approvers as required. To set up the approval
conditions, click on ##.
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As soon as purchase orders have been created, you can find them under the “All requests” tab. From
there, approvers can approve or reject them. Alternatively, they can approve or reject requests from the
notification email or via the mobile app.

Approvers will use the “Decision required” tab.

When a purchase order has be en fully approved, it shows in “All requests”, complet e with an audit
report containing the whole approval process. It will then be created automatically in QuickBooks 
Online. It is also possible to activate the option Send approved purchase orders to the vendor.

9. When you’re done with adding
approvers and defining rules for them,
go to “Approver condition” if you have
multiple approvers for the same
purchase order and specify if all or any
of them need to approve to complete
the authorisation in this step.

10. Repeat 8. and 9. for all other
approval steps.
11. Click on “ACTIVATE WORKFLOW”
when you’re ready. Now, the users you
invited can create and approve
purchase orders.
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