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Accept the invitation 1.1

All invited users need to accept the 
invitation to join the organisation

… and enter their personal data (first 
name, last name and the password)
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Accept the invitation 1.2

If you get multiple invitations, select the 
Organisations you want to accept the 
invitation toe Organisations you want to 
accept the invitation to
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Change Name, Contact Details, Notification 
and Security Settings

Click on the Avatar icon in the top right-hand corner of the main 
page and open “My profile”.

You can change your name, password, or time zone, upload an 
avatar, and add phone number at any time.

This page is also about your notification preferences regarding approval decisions 
or comments and security settings such as logout on inactivity and two-factor 
authentication. 

Note, that there is no option to reset the email address.
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https://support.approvalmax.com/portal/en/kb/articles/logout-on-inactivity
https://support.approvalmax.com/portal/en/kb/articles/does-approvalmax-support-2fa#How_to_enable_2FA
https://support.approvalmax.com/portal/en/kb/articles/does-approvalmax-support-2fa#How_to_enable_2FA


Reset your password

Resetting a forgotten password is easy in ApprovalMax.

Clicking the “Forgot password?” button on the log-in 
page and entering your email address is all it takes.

An email will be sent out instantly and contains a reset 
link, which leads to “My Profile” page where you can 
create a new password.
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Create a New Purchase Order / Bill

Approvers can manually match incoming Bills with the original Purchase Orders before making the approval 
decision. This enables a much tighter control and higher accuracy of the approval process.

● To create a PO/Bill, click on the                           button 

● Select Purchase Order/Bill in Organisation you want to create a 
PO/Bill for.

● Fill in all required fields (such as Contract, Item, Qty, etc.).

● Click on the “Submit for Approval” button.

● To resubmit a PO/Bill, click on “Edit”, make your changes, and 
click on “Resubmit for approval”.

● To copy a PO/Bill, click on “Copy”, make changes if needed and 
click on the “Submit for Approval” button.

● To cancel a PO/Bill, click on the “Cancel” button. 7



Xero: Create a Batch Payment

ApprovalMax allows to create a Bulk Payment for Bills 
whose due dates are within a close range. Such 
payments are for large amounts and, therefore, might be 
subject to additional approval.

Batch Payment requests are created as a combination of 
Approved and Awaiting Payment Bills and submitted as 
a single request for approval.

Once such a request has been approved, the respective 
Batch Payment file gets created in a connected Xero 
account against the selected bank account.

Please note: due to Xero restrictions, Batch Payments 
are always created in the base currency of the 
respective Organisation. If a Bill is in a different currency, 
it cannot be added to the Batch Payment.
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QuickBooks Online: Create an Expense

There are three types of Expenses based on the 
Payment Type that ApprovalMax supports:  
Cash, Check, Credit card.

 
Cash – the purchase contains information about 
a payment made in cash.

Check – the purchase contains information 
about a payment made by check.

Credit card – the purchase contains 
information about a payment made by credit 
card or a refund to a credit card.

Once submitted, the Expense request will run 
through the predefined approval workflow. 
When all approvals are in place, the Expense 
will be pushed to QuickBooks Online.
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Bill duplication control

ApprovalMax supports the detection of 
potential duplicate Bills and displays a 
respective message to make Approvers 
aware. Approvers can take this into 
account when making their decision, 
which reduces the risk of duplicate 
payments.
Bills statuses taken into account:

•Awaiting Approval
•Approved
•Paid (Xero)

The matching parameters are:
•Supplier/Vendor
•Date 
•Amount (Total net exact match, Currency 
exact match)
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Price Checker provides price comparison for 
each line item in an approval request, based on 
the inventory list prices as per Xero's Products 
and services catalogue. 

It identifies and highlights the price discrepancy 
by applying color labels to such line items of the 
request.

• If the deviation value is negative or one of the 
price values is null, the warning level is None.

• If the percentage deviation value is between 0 
and 5, the warning level is Yellow.

• If the percentage deviation value is between 5 
and 25, the warning level is Orange.

• If the percentage deviation value is above 25, 
the warning level is Red.

Xero: Price checker
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Making Changes to the requests

Until its final approval, a Purchase 
Order/Bill/Expense (QuickBooks Online) or 
other created in ApprovalMax request can be 
edited by the Requester in any workflow step.

Approvers and Administrators can add 
comments to the request. An Administrator 
can start over approval workflow if any 
changes were applied to the approval rules.

It is not possible to apply any changes to 
requests in ApprovalMax upon final approval. 
If changes need to be made after final 
approval, it can be done only in accounting 
system.
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Copy requests

Created requests such as Purchase 
Orders/Bills/Expenses can be easily 
copied to speed up and simplify the 
process of creation.

Approved Purchase Orders can be copied 
to a PO or a Bill.

Please note: copy option is not available 
for Contact and Vendor approval requests.
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QuickBooks Online: Match Bills with Purchase Orders*

Bill Requester can match not yet approved  
Bills to approved and not closed Purchase 
Orders with the same Product/Service or 
Category and Vendor up to the final 
approval of the Bill. 

*This feature is available in Advanced 
and Premium plans only.
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QuickBooks Online: Close Purchase Order

When a Purchase Order has been fully 
approved / matched with a Bill, it can be 
marked as closed in ApprovalMax and the 
status "Closed" will be synced to 
QuickBooks Online.

This status can be reversed, if needed.
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Once a Purchase Order has been approved 
and matched with the corresponding Bill(s), 
it can be marked as “Billed” by either the 
Requester or the Administrator.

Bill closure can take place either upon 
delivery or payment and is performed by the 
Requester.

Xero: Mark Purchase Order as Billed

16



Xero: Create a New Contact/Supplier within PO/Bill creation

ApprovalMax allows creating new contacts within Purchase Order and Bill requests. A contact created 
in ApprovalMax within PO or Bill will be synced with Xero immediately.

Please note: in the Requester matrix, 
Requesters can be granted varying 
access rights based on criteria such as 
supplier, tracking category, account, etc.
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Xero: Create a New Contact for approval

ApprovalMax allows creating new contacts 
and their approval within designated Contact 
Creation and Approval workflow.

A contact created and approved in 
ApprovalMax will be synced with Xero and 
receive the status of “Supplier” once the first 
Bill was linked to this contact.
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QuickBooks Online: Create a New Vendor within PO/Bill creation

ApprovalMax allows creating new Vendors 
within Purchase Order and Bill requests. 
A Vendor created in ApprovalMax With PO or 
Bill will be synced with QuickBooks Online 
immediately.

Please note: in the Requester matrix, 
Requesters can be granted varying access 
rights based on criteria such as vendor, 
category, class, etc.
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QuickBooks Online: Create a New Vendor

ApprovalMax allows creating new vendors and 
their approval within designated Vendor Creation 
and Approval workflow.

A vendor created in ApprovalMax will be synced 
with QuickBooks Online after approval.
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Check requests status

In the “Created by me” folder, Requesters 
find all their pending requests.

Draft requests are in the Drafts folder.

The “All” folder displays all your requests, 
including the ones already approved 
except drafts.
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Requester Notifications

There are three types of Requester notifications:

• The Requester gets notified about the approvals in each step

• The Requester gets notified about rejections

• The Requester gets notified about all comments
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CONTACT INFORMATION

If you have questions, please review our 
Knowledge Base or fill in the form

For Support questions, please contact us

https://support.approvalmax.com/portal/en/kb/approvalmax-1
https://support.approvalmax.com/portal/en/newticket
https://support.approvalmax.com/portal/en/kb/articles/contact-us

