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Basic concepts
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The terms "Account” and " Organisation "

Your ApprovalMaaccountis 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.

Organisationsare entities created within the account that host the workflows; they can be connected to an
accounting platform or work standlone.

Please note: ApprovalMax Organisations are linkea-1 to Organisations iXero.

Any number of Organisations with unlimited user numbers can be created within an account.
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Roles on a ccount level

wAccountOwnershavecomprehensive 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.
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Roles on Organisation level

wAdministratorshave 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.

wAuditorsK I S -BWHEE R | O0Saa a2 I{ft g2NJFt26asx NBljdzSada |
reports and leave comments in approval requests.

wUseristhe default role which Is assigned to everyone except Auditors and Administrators. Users can be a
Requester and/or an Approver / Reviewer.
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Roles on workflow level

wRequestersare authorisedby the Administrator to raise requests during Purchase Order/BIll creation In
connected and/or stanéilone 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,
Reqguesters can also make changes or cancel their requests, and mark their Purchase Orders laspaled.

allowedto add other Approvers from the@rganisationn any step of theirequest as well as remove those
that have previously been added.

wApproversreview and then approve or reject requests, they can delegate the approval decision and leave
comments for Auditors and Requesterall according to the settings in the approval matrix for each particular
workflow. They are allowed to add other Approvers from thenganisatiorio the request as well as remove

those that have previously been added.

wReviewers Approvers with Review & Codingghts are allowed to revise Bills before approval, this includes
editing tracking categories and accounts as well as splitting line items.
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Workflows

Aworkflow Is a sequence of review and approval steps based onlefi@eed business rules.
There are two types of workflows in ApprovalMax:

wConnected workflowsare connected to Xero and enable the routing of approval requests for finance documents
kept in Xero.

wStandalone workflowsare configured in ApprovalMax and have no dependency on data or documents stored ot
an accounting platform, like an HR approval workflow for leave requests.

Connected workflows for Xeronclude: Purchase Order creation and approval; Bill creation, review and approval; Al
Credit Note approval; Sales Invoice approval: AR Credit Note approval.

@ ApprovaIMax Cloud Approval Workflows for Finance and Accounting




9

Sign up through Xero
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Single sign up with Xero

You can use youferoaccount for signing up with ApprovalMaith the singlesignup procedure,
ApprovalMax will automatically connect to your Xero account and will also automatically create your connected
XeroQOrganisation

This Is the fastest and easiest way for Xero users to create a new account with a n@sgauaisationn
ApprovalMax.

In case your Xer@rganisatiorh & I f NS R& Ay dzAaS 6AGK ! LILINRP Gl f all ES 21
the manual setup for your trial.
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Request a trial

Request your trial on our website 5 2 yeltér your email address but

selectthe option to signup with Xero.

SiEn up with Gl
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Connect with Xero

Log Ino your Xeroaccount Confirmaccesgo Xerofor ApprovalMax

xXern

ApprovalMax wants access to:

Xero

Log in to Xero

User account information
| Your basic profile information and
g email address
Log in
By allowing access, you agres to the transfer of your data

between Xero and thiz application in accordance with Xero's
Terms of Use and the application provider's terms of use and

Forgot password? Can't log in? privacy policy. You can disconnect at any time by going to
your Account Setlings.

Allow Access

Cancel
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Sign up through your Google account
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Single sign -on with Google

Alternatively, instead of using your Xero account, you can sign up to ApprovalMax with your Google account
when requesting a trial on our websiteglectthe option to signup with Google:

i~
‘; Sign up with Google
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Sign up and connect to Xero
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Request a trial

Request your trial on our website Enter your emall address

START FREE TRIAL (& ApprovalMax

Sign up with

INTWIT Signin

F o
q Sign up with Google
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Activate the tnal

Check the confirmation emaill Confirm your email address

Welcome to Approvalidax!

Pleaze click the button below to confirm your email address.

Confirm email

Thanks for signing up!

Fleasze note: during sign up you confirmed thal you have read and agree fo our Terms and Conditions, and that you have read and agree to our Privacy Paolicy.

i
If the button above is not clickable, please copy and paste following link into the browser address bar and click Enier:
e - hitps-fapp. approvalmax. comiverify Email ?linkCode=TCPWWImrRibMd NP SDE2CEwA B Ok Qow SO THMOVHL 1g238ed a1 GVF ol Oeflguy x&stale="%TE%T 0
Flease confirm your email address by clicking -
: 4 = Visit our blog
the link in the email we've just sent to you

‘fou are receiving emails from us because you have either an active account or an active user profile in ApprovalMaz, or you are an administrator or billing contact
This ks a transactional email as per the agreement between you or your organisation and ApprovalMas. For details, please refer to our terms of senices

Cur services are provided by
ApprovalMax Germany GmbH. Eduard-Rueber-Strasse 7, 82022 Rosenheim, Gemany
ianaging Director: Helmut Heptner
Registered with the District Court of Traunstein, Germany: HREE 20023
AT number: DE332628511
For guestions related to our services or to obtain support, please contact ws.

@ ApprovaIMax Cloud Approval Workflows for Finance and Accounting




Set up your profile

Enter your profile details and set the password.

Welcome to
& ApprovalMax

Profile setup

The password must meet the following requirements:

Please fill in the details for your ApprovalMax profile; they will be visible to other users. m
w Use 8 or more characters
w Use upper and lower case letters (e.g. Aa) —
w Use a number (e.g. 1234)
w Use a symbol (e.g. '@#9$)
w Different from your other passwords
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Create or join an Organisation

LT GKSNBQa y2 2yS Ay @2dzNJ S L
KIFIgS GSEFYYlLOaSaz é&2dz2Qftf 0SS | 2

Are you sure you need to set up ApprovalMax from scratch?

an Organisation

Some folks from your organization have already set up ApprovalMax. Ask them for an invite to

Please notethe creator of arDrganisatiorautomatically becomes werk tegsther

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

users. Such users are not to sign up on the S

website; they just need to accept the invitation. | NEED TO SET UP APPROVALMAX FROM SCRATCH

¢c2 aAiAday dz2LJ aSf SO0 daL b995 ¢ 9o T T T T IUWHET [ arlr CWIia

[/ w! ¢/ 1 ¢

ApprovalMaxOrganisations are linkeddn-1 to Organisations In
Xero.
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Connect to Xero

When you create a@rganisationit is best P oot
to enable its integration with Xero. This way, you
Can use ConneCted WorkfIOWS- Which accounting system would you like to connect to your new ApprovalMax organisation?

Create you first organisation in ApprovalMax

Connec t to Xero wis  CONNect to QuickBooks Online Conmect later

Standalone workflows do not require a
connection to an accounting platform.

Why connection matters:

cting to a Xero Demo arganisation. [T goes with dummy data and youw won't affect your production data. Learn more

1. Connecing ApprovallMax to Xero allows you to 522 up approval workfiowes Tor Blls, Purchase Onders,
Lales Invoices and Credit Motes.

2. Activate 3 workfiow to approve docurnents that get pulled from Xero in the “Awaiting Approval” status,
or are created directly in Approvalidas.

3. Once the doouments have been approved, their status will be updated in Xero immediatehy.
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Connect to Xero

Select an Organisation for the integration.

Please notean Organisation in ApprovalMax can be

connected to Only one OrganisatiOn In Xero. ApprovalMax would like access to
your Demo Company (Global) data

Allow access

Cancel and go back

By allowing access, you agree to the transfer of your data between Xero and this application in
accordance with Xero's terms of use and this application's terms of use and privacy policy. You
can disconnect this application at any time by going to Add-ons in your Xero Settings
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Add and Invite users
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Add a user

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 emall addressastlhoriseusers 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.
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Add and Iinvite users

Onboarding a user il\pprovalMaxis a two-step procedure:

M D OV (1SN 0 KS dza OgEnisati@ryWokkflow Bnid seitidt)s aUseatz/fidra8d\ibe 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 Approvalkdaganisatiorand accept the invitation.

Please noteinvited users can start using ApprovalMax as part of an already ex@3tganisation They are not
to sign up on the ApprovalMax website as this would result in a new account and a new, disconnected
Organisation
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Add a user on the Users page

SNJ 0KS dzaSNXa SYIAf | NB-&g= | =<R==0f AO] 2y 4! 55¢ 7%
= y ’ [] NAME &
Sy 2y ab9:-¢e P

EMAIL
% Add users
el bs@gmail.com b=3g
Enter the email addresses of the users you'd like to add. You can enter
t el daniel. multiple emails separated by comma, semicolon, or whitespace.
DD  Dennis Dyadov denniz

. Helmut Heptner helrmu
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Add a user on the Users page

5SOARS gKSUKSNI 82dzQR f A1 S i a 0 NI
: X  Add users GO BACK  FINISH

away, enabling them to act as an Approver or

Requester and I'ECelve nOtIfICatIOI’]S Would you like to invite the users by email right away?

O Do not invite

If you prefer to delay inviting these users, click on
OCLbL{Il €&

(® Invite the users by email right away

Hello. Please accept the invitation to ApprovalMax
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Add a user on the Users page

When users receive an invitation, they need to Mike Mewman invited you to join organisation Connected to QuickBooks Online
| C) C) é LJlj A l:J O e Cv)f A Cv)cl A )f = 2 )f "Hello. Flease accept the imvitalion fo Approvallisx. ™
button. Please click the button below to accept the invitation.

TheApprovalMaxg S6 aA S LINR A RS & I-
LJ- 4462 NRE 0 dzinpaBe/in@&st auskrS  z 4
forgets his password.
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Add a user on the Users page

la az22y |a dzaSNAR KI @S
a! OUAGSE 2y UKS {SUUAY
act as an Approver.

LIJT

— Users » ApprovalMax Demo

ADD USERS

Knowledge base ~  How-to videos ~ Setup and training package ~

|:| NAME 4 EMAIL ROLE STATLS DELEGATE
e

ﬁ Liza Sonntag l=a_sonntag@yahoo.com Izer Artive

n' Lucy Gavin lucy.Lgavin@egmail.com Iser

6 "as Wade mae.wade 19522 email.com Itser Active
g Mike Mawman mike. 74 newmanE@gmail.com Administrator Active
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Add a user via the Workflow Setup page

X ApprovalMax Demo » Approval workflows » Purchase Order Creation and Approval workflow

Alternatively, you can add new users to
ApprovalMax from the Approval Workflow Setup

page.

= LY =
f-
Purchase Order Creation and Approval workflow B i:aB e UFDATE THE WORKFLOW
Knowledge base ~  How-to videos ~ Setup and training package ~ ¥ Hide

Mona Montag

TR
B ZE8
>

o ”""F'r‘:::f;f.‘ff.:.]”-_T;_-."_fl_i’é'.é" DE:ﬁ.U_‘A;;QO'-."E%
Go toOrganisatior> Workflows and settings > 2
T @ e
Approval workflows and select the workflow you . mrane @S e
- g =
want to configure. B 0=
/| fAO1TAY3I 2y G! RR ! LILINR OGS

users by entering their email address.
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Add a user via the Workflow Setup page

2 K é y é 2 dZQ NB NB I IVQ é l:l 2 A y- @ A l:l X Invite your team members to the Organisation "ApprovalMax Demo" INVITE USERS
dzé S N‘E Z éf A écl 2 y. G K é d L y éA [/] Add a welcome message for the invitees; they will see it in the email. This is optiona

approval matrix. R

You can also enter a welcome message for —_—
them. s e
¢c2 O2YLIX SGST Of A0l 2y UKS ucweowvwo {1 9wy c
button.
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Set up approval workflows
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Workflows (as on slide 8)

Aworkflow I1s a sequence of review and approval steps based onefi@ed business rules.
There are two types of workflows in ApprovalMax:

wConnected workflowsare connected to Xero and enable the routing of approval requests for finance documents
kept in Xero.

wStandalone workflowsare configured in ApprovalMax and have no dependency on data or documents stored ol
an accounting platform, like an HR approval workflow for leave requests.

Connected workflows for Xeronclude:Purchase Order creation and approval; Bill creation, review and approval; AF
Credit Note approval; Sales Invoice approval; AR Credit Note approval.
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Connected workflows

All connected workflowsare stored in the respectiv@rganisationwhich is linked to Xero. Depending on where the

documents for approval originate from, the workflow in ApprovalMax will start either:
Option 1: right away for Xero Purchase Orders/Blills etc. that are created in ApprovalMax as well as foakiard

workflows, or Bills pulled frorbextPrepare.
Option 2: as soon as ApprovalMax receives from Xero documents such as approval requests for Bills and Sales
LY @2A0Sa gA0K GKS adlkagdza a! ¢gFAGAY 3 ! LILINR O £ €

Please note:
To enable notifications and approval status tracking for documents received from Xero (option 2), you need to sp¢

Yy SYFAf | RRNBaa Ay O0KS atdzZf FNRY - SNRE aSOUAZYy D

flnance@organisationname.com
In order to start the approval workflow, Xero Purchase Orders/Bills can be creafgprovalMax, oget pulled from

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

Cloud Approval Workflows for Finance and Accounting
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Connected workflows

This Is how you set upannectedworkflow:

1. Go to Workflows and settings > Approval workflows.

2. Select a prelefined workflow, for instance, Bill approval.

3. Specify all approval steps aaddusers or type in the emall addresses of the Approvers and Requesters.

nd /fAO01 2y a{l BS¢ 02 LI eé& e2dzNJ aStuAy3az |yR 2V
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Stand -alone workflows

This Is how you set upshtand-alone workflow:

1. Go to Workflows and settings > Approval workflows.

Hd [/ fAO0] 2y UKS abé AO02Y 2y OUKS NAIKUOD

3. Enter a name for the new statadone workflow.

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

pd / fAOl 2y a{l @¥S¢ G2 FLIWX e &2dz2NJ aStdiuAy3Ias yR 2y

@ ApprovaIMax Cloud Approval Workflows for Finance and Accounting




Activate a workflow

bt ApprovalMax Demo  » Approval workflows »  Purchase Order Creation and Approval workflow

After configuring your approval workflow, click on
0KS a! OUA@I USé éhdad cothgf A Y
of the approval workflow screen.

Miknlas Frost

If you need to modify, open the approval workflow 0zt
again and make the changes, then click on
a! LIRFUSE @ R 5

Please noteif you want the newly made changes to
apply also to requests that are already being
LINPOSaaSRS dzaS UKS dawSaul
running approval workflows.
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Approval matrix

In theapproval matrix you can specify the criteria for = frrewe e iorhesier eperimentApprover 4 oone
Approver selection and the routing of approval e — o
requests. BN — -
ApprovalMax will pull the categories from Xero. § o mmme e

= o _ -

g Imwaan
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Sequential approval workflow

I
ApprovalMax Demo » Approval workflows » Purchase Order Creation and Approval workflow MEW REQUEST @ & 8

r

With asequential approvalvorkflow, you e, S

can define a sequence of approval steps.
s oo Crvo oo o | Cr——

_‘ wited 1o areate Purchase | Add Approver | @ 'm‘ | Add Approver | ﬁ ’Ej‘ | Add Approver | @ ’Ej‘ Purchase Orders will be autarmatic :1I:
(S5 ) Tl ey [or -1FF| Ol i Credled 5 AUl sed In AeTo |||.:U|| |||-1|
Appr orvalbas, apprava

Appraval condition: Al ~ Approval condition:  Any of Appraval condition: A~

Lisa Sonntag e |oanna Green Mona Montag
shculd approve il DpL. matchas Ls should approes if Tolal amount B ahould appeove iT Todal amaunm
w ¢ i)

Sales is dwar of equal 1o 250.00 GBP < ower Or @gqual o 10,0300.00

Lucy Gavin Peter Brown
sheuld apgr ove il Total amaunt should approwe il Tolal amount

ar equal Lo 1,000.00 and i awer or equal 1o 250.00 GEP DEFAULT APPROVER

¢2 asSu 2yS dzLlE Of AO1 2Y g
assign both a name and Approvers to each 3

step. g B
O
15
: 2

GEP

riEew Coalacl

Kanstantin Bredyuk ar 3000000 CEF

can submit with Iy Camntacl . —_—m
riarked as supplier Hikalas Frast DEFAULT AFPROVER | add Approver |
<heculd approve il Dpl. daes nol

maleh "GEA", "Marketing” . n

Laurynas Gadeikis

can subirmit with arry axisting or Lucy Gavin A Defaul Aggrover is added 1o & step in case
Petar Brown o Uhere i o designated Approver specilied
sl aprpaw al amaunt - fie it
TEEEE ”"I'I T_"_"_‘I_h_'_\ A Drelaull Approver is added 1o 4 sLep in cage
4 guer o equal b o .
> DO EqUal by cU UL Lthere is no designated Approver spedified

can submil with Supplier that

rmalches “Vendor ABC

soP for i
Willi Wabdmeister
shauld apgr ove il Total amaunt

Mae Wade

n.-.:' submil wilh ary existing 5 urdes 1.000.00 GBP
Cantacl

Mikolad Frost

can submit with ary axistin

Dewe K@ 09

Wall Wunderlich

2 of
riewvw Condacl and |tem Uhal
T DE1E :

ralchas "0E15 - Tool

malcies  sales
i g

Peter Demao DEFAULT APPROVER
can submit with ary axisting
Cantacl _—
| Add Approver |
Petr Yalynsky E—
can subimil with ary existing
Cantact A Delaull Apgrover is added Lo a 2lep in Case
there is no designated Approver specilied

Willi Waldmeiser lar iL.
g can submil with Supplier thal
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Rearrange workflow steps

You can rearrange the order of your
workflow steps: just click otine 11l symbaoat
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.
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