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Basic concepts
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Your ApprovalMax accountis created when you sign up for a trial. The Account Owner manages the creation of 
Organisations that serve as containers for workflows, and invites other users to the app.

Please note: the Account Owner is not necessarily in charge of billing matters, which might be handled by a 
designated billing contact.

Organisations are entities created within the account that host the workflows; they can be connected to an 
accounting platform or work stand-alone.   

Please note: ApprovalMax Organisations are linked 1-on-1 to Organisations inXero.

Any number of Organisations with unlimited user numbers can be created within an account.

The terms "Account" and " Organisation "
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ω Account Ownershavecomprehensive rights and can manage subscriptions as well as create new / delete 

existing Organisations. The Account Owner can also connect / disconnect ApprovalMax to/from the accounting 

platform, add and invite other users to the Organisations, configure and change workflows, set Delegates, 

generate reports, override approval decisions for particular requests, force approval decisions, and leave 

comments. 

Roles on a ccount level
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ω Administratorshave comprehensive rights and can connect / disconnect ApprovalMax to/from the 

accounting platform, add and invite other users to the Organisations, configure and change workflows, set 

Delegates, generate reports, override approval decisions for particular requests, force  approval decisions, and 

leave comments.

ω AuditorsƘŀǾŜ άǊŜŀŘ-ƻƴƭȅέ ŀŎŎŜǎǎ ǘƻ ŀƭƭ ǿƻǊƪŦƭƻǿǎΣ ǊŜǉǳŜǎǘǎ ŀƴŘ ǘƘŜ ŀǇǇǊƻǾŀƭ ƳŀǘǊƛȄΦ ¢ƘŜȅ Ŏŀƴ ƎŜƴŜǊŀǘŜ 

reports and leave comments in approval requests.

ω User is the default role which is assigned to everyone except Auditors and Administrators. Users can be a 

Requester and/or an Approver / Reviewer.

Roles on Organisation level
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ω Requestersare authorisedby the Administrator to raise requests during Purchase Order/Bill creation in 
connected and/or stand-alone approval workflows. For connected workflows, Requester rights can be granted 
based on parameters such as supplier, account, tracking category, and others. Apart from raising them, 
Requesters can also make changes or cancel their requests, and mark their Purchase Orders as billed.They are
allowedto add other Approvers from their Organisationin any step of their request as well as remove those 
that have previously been added.

ω Approvers review and then approve or reject requests, they can delegate the approval decision and leave 
comments for Auditors and Requesters ςall according to the settings in the approval matrix for each particular 
workflow.They are allowed to add other Approvers from their Organisationto the request as well as remove 
those that have previously been added.

ωReviewers - Approvers with Review & Coding rights are allowed to revise Bills before approval; this includes 
editing tracking categories and accounts as well as splitting line items.

Roles on workflow level
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A workflow is a sequence of review and approval steps based on pre-defined business rules.

There are two types of workflows in ApprovalMax:

ω Connected workflows are connected to Xero and enable the routing of approval requests for finance documents 

kept in Xero.

ω Stand-alone workflowsare configured in ApprovalMax and have no dependency on data or documents stored on 

an accounting platform, like an HR approval workflow for leave requests.

Connected workflows for Xeroinclude: Purchase Order creation and approval; Bill creation, review and approval; AP 

Credit Note approval; Sales Invoice approval: AR Credit Note approval.

Workflows
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Sign up through Xero
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You can use your Xeroaccount for signing up with ApprovalMax.With the single-sign-up procedure, 

ApprovalMax will automatically connect to your Xero account and will also automatically create your connected 

Xero Organisation.

This is the fastest and easiest way for Xero users to create a new account with a new trial Organisationin 

ApprovalMax.

In case your Xero Organisationƛǎ ŀƭǊŜŀŘȅ ƛƴ ǳǎŜ ǿƛǘƘ !ǇǇǊƻǾŀƭaŀȄΣ ƻǊ ƛŦ ȅƻǳ ŘŜƴȅ ŀŎŎŜǎǎ ǘƻ ƛǘΣ ȅƻǳΩŘ Ŧŀƭƭ ōŀŎƪ ƻƴ 

the manual setup for your trial.

Single sign up with Xero
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5ƻƴΨǘenter your email address but

selectthe option to signup with Xero.

Request your trial on our website

1 2

Request a trial
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Confirm accessto Xerofor ApprovalMax

Connect with Xero

Log into yourXero account

3 4
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Sign up through your Google account
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Alternatively, instead of using your Xero account, you can sign up to ApprovalMax with your Google account ς

when requesting a trial on our website, selectthe option to signup with Google:

Single sign -on with Google
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Sign up and connect to Xero
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Enter your email addressRequest your trial on our website

1 2

Request a trial
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Confirm your email address

Activate the trial

Check the confirmation email

3 4
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Enter your profile details and set the password.

The password must meet the following requirements:

ωUse 8 or more characters

ωUse upper and lower case letters (e.g. Aa)

ωUse a number (e.g. 1234)

ωUse a symbol (e.g. !@#$)

ωDifferent from your other passwords

Set up your profile

5
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LŦ ǘƘŜǊŜΩǎ ƴƻ ƻƴŜ ƛƴ ȅƻǳǊ ǘŜŀƳΣ ǘƘƛǎ ǎǘŜǇ ǿƛƭƭ ōŜ ǎƪƛǇǇŜŘΦ LŦ ȅƻǳ Řƻ 

ƘŀǾŜ ǘŜŀƳƳŀǘŜǎΣ ȅƻǳΩƭƭ ōŜ ŀǎƪŜŘ ǿƘŜǘƘŜǊ ȅƻǳ ǿŀƴǘ ǘƻ ŎǊŜŀǘŜ ƻǊ Ƨƻƛƴ 

an Organisation.

Please note: the creator of an Organisationautomatically becomes 

its Account Owner, and is the one who has to add and invite other 

users. Such users are not to sign up on the

website; they just need to accept the invitation.

¢ƻ ǎƛƎƴ ǳǇΣ ǎŜƭŜŎǘ άL b995 ¢h {9¢ ¦t !ttwh±![a!· Cwha 

{/w!¢/IέΦ

ApprovalMaxOrganisations are linked 1-on-1 to Organisations in 

Xero.

Create or join an Organisation

6
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When you create an Organisation, it is best 

to enable its integration with Xero. This way, you 

can use connected workflows.

Stand-alone workflows do not require a

connection to an accounting platform.

Connect to Xero

7
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Select an Organisation for the integration.

Connect to Xero

7.1

Please note:an Organisation in ApprovalMax can be 
connected to only one Organisation in Xero. 
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Add and invite users
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There are two ways for adding users to ApprovalMax:

1.  On the Users page, you can add their email addresses in bulk via copy/paste.

2.  On the Workflow Setup page, you can enter email addresses to authoriseusers as Approvers or Requesters.

The actual invitation procedure for new users is the same for both options. But the Workflow Setup page also 

allows to invite users who have already been added to the system.

Add a user
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Onboarding a user in ApprovalMaxis a two-step procedure:

мΦ  9ƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ǳƴŘŜǊ Organisation> Workflow and settings > Users to add the user to 

ApprovalMax. However, this does not qualify the user for approving or raising Purchase Orders/Bills.

2.  To enable users as an Approver or Purchase Order/Bill Requester and to initiate notifications about the 

status of their requests, they need to get invited to the ApprovalMax Organisationand accept the invitation.  

Please note:invited users can start using ApprovalMax as part of an already existing Organisation. They are not 

to sign up on the ApprovalMax website as this would result in a new account and a new, disconnected 

Organisation.

Add and invite users
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Add a user on the Users page

8.28.21

Go to Organisation > Workflow and settings > Users.

9ƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ŀƴŘ ŎƭƛŎƪ ƻƴ ά!55έΣ 

ǘƘŜƴ ƻƴ άb9·¢έΦ
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Add a user on the Users page

2

5ŜŎƛŘŜ ǿƘŜǘƘŜǊ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ƛƴǾƛǘŜ ǘƘŜ ǳǎŜǊǎ ǎǘǊŀƛƎƘǘ 

away, enabling them to act as an Approver or 

Requester and receive notifications.

If you prefer to delay inviting these users, click on 

άCLbL{IέΦ
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When users receive an invitation, they need to 

ŀŎŎŜǇǘ ƛǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά!ŎŎŜǇǘ ƛƴǾƛǘŀǘƛƻƴέ 

button.

The ApprovalMaxǿŜōǎƛǘŜ ǇǊƻǾƛŘŜǎ ŀ άwŜǎŜǘ 

ǇŀǎǎǿƻǊŘέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ƭƻƎ-in page, in case a user 

forgets his password.

Add a user on the Users page

3
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4
!ǎ ǎƻƻƴ ŀǎ ǳǎŜǊǎ ƘŀǾŜ ŀŎŎŜǇǘŜŘ ǘƘŜƛǊ ƛƴǾƛǘŀǘƛƻƴΣ ǘƘŜƛǊ ǎǘŀǘǳǎ ŎƘŀƴƎŜǎ ŦǊƻƳ άtŜƴŘƛƴƎέ ǘƻ 

ά!ŎǘƛǾŜέ ƻƴ ǘƘŜ {ŜǘǘƛƴƎǎ ǇŀƎŜΣ ŀƴŘ ǘƘŜȅ ŀǊŜ ŀōƭŜ ǘƻ ǊŀƛǎŜ tǳǊŎƘŀǎŜ hǊŘŜǊκ.ƛƭƭ ǊŜǉǳŜǎǘǎ ƻǊ 

act as an Approver.

Add a user on the Users page
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Add a user via the Workflow Setup page

1

Alternatively, you can add new users to 

ApprovalMax from the Approval Workflow Setup 

page.

Go to Organisation> Workflows and settings > 

Approval workflows and select the workflow you 

want to configure.

/ƭƛŎƪƛƴƎ ƻƴ ά!ŘŘ !ǇǇǊƻǾŜǊά ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŀŘŘ ƴŜǿ 

users by entering their email address.
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2

²ƘŜƴ ȅƻǳΩǊŜ ǊŜŀŘȅ ǘƻ ƛƴǾƛǘŜ ǇǊŜǾƛƻǳǎƭȅ ŀŘŘŜŘ 

ǳǎŜǊǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άLƴǾƛǘŜ ƴƻǿέ ōǳǘǘƻƴ ƛƴ ǘƘŜ 

approval matrix.

You can also enter a welcome message for 

them.

¢ƻ ŎƻƳǇƭŜǘŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άLb±L¢9 ¦{9w{έ 

button.

Add a user via the Workflow Setup page
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Set up approval workflows
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A workflow is a sequence of review and approval steps based on pre-defined business rules.

There are two types of workflows in ApprovalMax:

ω Connected workflows are connected to Xero and enable the routing of approval requests for finance documents 

kept in Xero.

ω Stand-alone workflowsare configured in ApprovalMax and have no dependency on data or documents stored on 

an accounting platform, like an HR approval workflow for leave requests.

Connected workflows for Xeroinclude:Purchase Order creation and approval; Bill creation, review and approval; AP 

Credit Note approval; Sales Invoice approval; AR Credit Note approval.

Workflows (as on slide 8)



Cloud Approval Workflows for Finance and Accounting

All connected workflowsare stored in the respective Organisation, which is linked to Xero. Depending on where the 

documents for approval originate from, the workflow in ApprovalMax will start either:

Option 1: right away ςfor Xero Purchase Orders/Bills etc. that are created in ApprovalMax as well as for stand-alone 

workflows, or Bills pulled from DextPrepare. 

Option 2: as soon as ApprovalMax receives from Xero documents such as approval requests for Bills and Sales 

LƴǾƻƛŎŜǎ ǿƛǘƘ ǘƘŜ ǎǘŀǘǳǎ ά!ǿŀƛǘƛƴƎ !ǇǇǊƻǾŀƭέ

Please note:

To enable notifications and approval status tracking for documents received from Xero (option 2), you need to specify 

ŀƴ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛƴ ǘƘŜ άtǳƭƭ ŦǊƻƳ ·ŜǊƻέ ǎŜŎǘƛƻƴΦ Lǘ ƛǎ ŀŘǾƛǎŀōƭŜ ǘƻ ǳǎŜ ŀ ƎŜƴŜǊƛŎ ƻƴŜ ǎǳŎƘ ŀǎ 

finance@organisationname.com.

In order to start the approval workflow, Xero Purchase Orders/Bills can be created in ApprovalMax, orget pulled from 

Xero. It is recommended though to raise Purchase Orders and Bills in ApprovalMax (option 1).

Connected workflows

mailto:finance@organisationname.com
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This is how you set up a connectedworkflow:

1. Go to Workflows and settings > Approval workflows.

2. Select a pre-defined workflow, for instance, Bill approval.

3. Specify all approval steps and addusers, or type in the email addresses of the Approvers and Requesters.

пΦ /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ǘƻ ŀǇǇƭȅ ȅƻǳǊ ǎŜǘǘƛƴƎǎΣ ŀƴŘ ƻƴ ά!ŎǘƛǾŀǘŜέ ǘƻ ǎǘŀǊǘ ǘƘŜ ǿƻǊƪŦƭƻǿΦ

Connected workflows
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Stand -alone workflows

This is how you set up a stand-aloneworkflow:

1. Go to Workflows and settings > Approval workflows.

нΦ /ƭƛŎƪ ƻƴ ǘƘŜ άҌέ ƛŎƻƴ ƻƴ ǘƘŜ ǊƛƎƘǘΦ

3. Enter a name for the new stand-alone workflow.

4. Specify all approval steps and addusersor type in the email addresses of Approvers and Requesters.

рΦ /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ǘƻ ŀǇǇƭȅ ȅƻǳǊ ǎŜǘǘƛƴƎǎΣ ŀƴŘ ƻƴ ά!ŎǘƛǾŀǘŜέ ǘƻ ǎǘŀǊǘ ǘƘŜ ǿƻǊƪŦƭƻǿΦ
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After configuring your approval workflow, click on 

ǘƘŜ ά!ŎǘƛǾŀǘŜέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ-hand corner 

of the approval workflow screen.

If you need to modify, open the approval workflow 

again and make the changes, then click on 

ά¦ǇŘŀǘŜέΦ

Please note: if you want the newly made changes to 

apply also to requests that are already being 

ǇǊƻŎŜǎǎŜŘΣ ǳǎŜ ǘƘŜ άwŜǎǘŀǊǘέ ƻǇǘƛƻƴ ǘƻ ǊŜǎǘŀǊǘ ŀƭƭ 

running approval workflows.

Activate a workflow 
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In the approval matrix, you can specify the criteria for 

Approver selection and the routing of approval 

requests.

ApprovalMax will pull the categories from Xero.

Approval matrix
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With a sequential approval workflow, you 

can define a sequence of approval steps.

¢ƻ ǎŜǘ ƻƴŜ ǳǇΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άҌέ ƛŎƻƴ ŀƴŘ 

assign both a name and Approvers to each 

step.

Sequential approval workflow
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You can rearrange the order of your 

workflow steps: just click on the      symbol at 

the top of a step and drag it to the new 

position. Existing steps will give way so that 

you can drop it at its new location.

Rearrange workflow steps 


