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The terms "Account™ and "Organisation”

Your ApprovalMax account is created when you signh 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.

a D
Please note: the Account Owner is not necessarily in charge of billing matters, which might be

handled by a designated billing contact.
N >

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

C N
Please note: ApprovalMax Organisations are linked 1-on-1 to the Organisation in Dear Inventory.

A /

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




Roles on account level

Account Owners have comprehensive rights and can 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 Organisation level

- Administrators have 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.

- Auditors have read-only access to all workflows, requests and the approval matrix. They can generate reports
and leave comments in approval requests.

- User is the default role which is assigned to everyone except Auditors and Administrators. Users can be a
Requester and/or an Approver.



Roles on a workflow level

Requester is a user authorised by the Administrator. Purchase Orders in the "Ordering” status will
be automatically pulled from Dear Inventory and created in ApprovalMax in a name of this user.
Requester is allowed to add other Approvers from their Organisation in any step of their request
as well as remove those that have previously been added.

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




Workflows

A workflow Is a sequence of approval steps based on predefined business rules.
There are two types of workflows in ApprovalMax:

Connected workflows are connected to Dear Inventory and enable the routing of approval
requests for finance documents kept in Dear.

Stand-alone workflows are 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 Dear Inventory include: Purchase Order workflow.




Single sign-on with Google

You can sigh up to ApprovalMax with your Google account - when requesting a trial on our
website, select the option to sign up with Google:

4 )

3 Sign in with Google
-

J




Request a trial

Request your trial on our
website

Enter your email address

@ ApprovalMax

Please enter a valid business email address

Enter your email address Sign up with (&

INTUIT Signin

| agree to ApprovalMax’s Terms and Conditions and Privacy Policy _

| agree to receive ApprovalMax\'s monthly newsletter

G Sign up with Google

Activate a trial

Check the confirmation email

Thanks for signing up!

Please confirm your email address by clicking
the link in the email we've just sent to you.

/ @ ApprovalMax \

Welcome to ApprovalMax!

Please click the button below to confirm your email address.

Please note: during sign up you confirmed that you have read and agree to our Terms and Conditions,
and that you have read and agree to our Privacy Policy.

If the button above is not clickable, please copy and paste following link into the browser address bar and
click Enter:

https://app.approvalmax.comiverifyEmail?linkCode=dENQe5J0CbgZxlyezZ13MIM43uytdG

T1iaHQJ5X7Apbug740iGUrB9gK6ay2hECad&state=%7B%7D

Please do not forward this email: the email contains a personal link for setting up your

profile

k Visit our blog /




Set up your profile

Enter your profile details and set the password.

The password must meet the following requirements:

Use 8 or more characters

Use upper and lower case letters (e.g. Aa)
Use a number (e.g. 1234)

Use a symbol (e.g. |@#$)

Make it different from your other passwords

Welcome to &) ApprovalMax

Set up your ApprovalMax Profile

Avatar Firstname * Lastname *
Nikolas Frost
Phone *
+44 7778 88599
L o Password
JPG, GIF, or PNG
omE ssessssssessee Nt
UV
N z N 1234)
(v) Use 8 or more characters (s/) Use a number (e.g. 1234)

= " e — o —aye
'\:/) Use upper and lower case letters (e.g. Aa) (‘_’/’ Use a symbol (e.g. |@#3) /




Create or join an Organisation

If there's

NO one in your team, this step will be skipped. If you

do have teammates, you'll be asked whether you want to
create or join an Organisation.

Please note: the creator of an Organisation automatically
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.

To sign up, select INEED TO SET UP APPROVALMAX FROM

SCRATC
Approva

.

Max Organisations are linked 1-on-1 to

Organisations in Dear Inventory.

Weicome to &) ApprovalMax

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

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

3 Kes*****@approvalmax.com

accou*****@approvaimax.com

ao0***(@approvaimax.com

| NEED TO SET UP APPROVALMAX FROM SCRATCH I WILL ASK COWORKERS FOR AN INVITE




Connect to Dear Inventory

K( New Organisation m \

\X/h e n y0 U C reate a n O rg a n isati O n y it iS beSt Which accounting system would you like to connect to your new ApprovalMax organisation?

to enable its integration with Dear Inventory. .. Comecto

QuickBooks Online "™ Oracle NetSuite

This way, you can use connected workflows.

@ Eonnect 10 Connect later
Dear Inventory
. 4> Pro tip:
N Ote: Sta n d - a |-O n e WO r kﬂ.ows d O n Ot req u I re a Consider connecting to a Xero Demo organisation. It goes with dummy data and you won't affect your production data. Learn
more

connection to an accounting platform. ey eorection matie

1. Connecting ApprovalMax to Xero allows you to set up approval workflows for Bills, Purchase Orders,
Sales Invoices and Credit Notes.

2. Activate a workflow to approve documents that get pulled from Xero in the “Awaiting Approval” status,
or are created directly in ApprovalMax.

K 3. Once the documents have been approved, their status will be updated in Xero immediately. /




Connect to Dear Inventory

Generate tokens in Dear Inventory and copy them to ApprovalMax, insert Dear Inventory Account ID for
selected Organisation and Application Key.

Please note: an Organisation in ApprovalMax can be a I
SRT ; X Dear Inventory account connection CONNECT
connected only to one Subsidiary in Dear Inventory.

Dear Inventory Account ID *




Add a user

here are two ways for adding users to ApprovalMax:
——e On the Users page, you can add their email addresses in bulk via copy/paste.

——o On the Workflow Setup page, you can enter email addresses to authorise users as Approvers or
Requester.

The actual invitation procedure for new users is the same for both options. The Workflow Setup page
also allows to invite users who have already been added to the system.



Add and invite users

Onboarding a user in ApprovalMax is a two-step procedure:

Enter the user's email address under Organisation > Workflow and settings > Users to add the
user to ApprovalMax. However, this does not qualify the user for approving or raising Purchase
Orders..

To enable users as Purchase Order Approver or Requester and to initiate notifications about the
status of their requests, they need to get invited to the ApprovalMax Organisation and accept
the invitation.

Please note: invited users can start using ApprovalMax as a part of already existing
Organisation. They are not to sign up on the ApprovalMax website as this would result in a new
account.




Add a user on the Users page

Go to Organisation > Workflow and settings > Users.
Enter the user's email address and click on ADD,
then on NEXT.

*  Add users NEXT

Enter the emazil addresses of the users you'd like to add. You can enter
multiple emails separated by comma, semicolon, or whitespace.

Fnter or copy email(s) here._. m

Decide whether youd like to invite the users right away,
enabling them to act as an Approver or Requester and receive
notifications. 4 % Add users

GO BACK FINISH
If you prefer to delay inviting these users, click on FINISH.

Would you like to invite the users by email right away?

O Do not invite

@ Invite the users by email right away

o /




Add a user on the Users page

B - N

When users receive an invitation, they need to accept it by ( ApprovalMax
clicking on the Accept Invitation button.

Ulyana Kizilova invited you to join organisation Netsuite.

The ApprovalMax website provides a Reset Password button | -
on the log-in page, in case a user forgets his password.

I the button above is not clickable, please copy and paste following link into the browser address bar and

As soon as users have accepted their invitation, their status \ /
changes from Pending to Active on the Settings page and they

are able to approve Purchase Orders.




Add a user via the Workflow
Setup page

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.

Clicking on Add an Approver allows you to add new users by
entering their email address.

When you're ready to invite previously added users, click on the
INVITE button in the approval matrix.

To complete, click on INVITE USERS.

X Dear test 0306 > Approval workflows » Purchase Order workflow

Aut : \
Au L
Plea
step Add 5 user X
----- rigs T t I ad f
> matches one of the rul _"pt!l'.l 1€ email address Ol the user you want
ta add
speci
Learn More approved automatically - and
lllllllllllllllllllll lamelia.dy!an.ZS@gmail.com I
ssssss
Ulyana Kizilova
FAULT APPROVER

Invite your team members to the Organisation "Netsuite”
The following users will be invited by email to join the Organisation.
EMAIL

amelia.dylan.25@gmail.com

INVITE USERS




Control and push users to use
2FA

Currently, there is no way to make 2FA mandatory for users within the system.

However, on the Users page, ApprovalMax displays whether or not a user has enabled 2FA. This allows
the Administrator/Account Owner to remind the respective users to set it up If it Is mandatory as per
thelr company rules

ADD USERS

Knowledge base ~ How-to videos - Setup and training package ~ x Hide
NAME EMAIL ROLE » STATUS 2FA DELEGATE START DATE END DATE
Mike Newman mike. 74 newman@gmall.com Administrator Active ® Enabled
Ulyana Kizilova ulyana kzilovaZ2aporovalmax.com Account Owner Active @ Enabled
amelia.dylan 25@gmail.com ameha.dylan 25@gmail.com User Pending ® Disabled
Joanna Green ulyana.lkizilova+2323@approvalmax.com User Active @ Dizabled
\ Nikolas Frost nikolas.b.frost@gmail.com User Active @ Diszbled - - ese j




Types of workflows

A workflow is a sequence of approval steps based on predefined business rules.
There are two types of workflows in ApprovalMax:

- Connected workflows are connected to Dear Inventory and enable the routing of approval requests for
finance documents kept in Dear.

- Stand-alone workflows are 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 Dear Inventory include: Purchase Order workflow.




Connected workflows

Purchase Order workflow is stored in the respective Organisation, which is linked to Dear
Inventory.

Approval workflows in ApprovalMax process requests for Dear Purchase Orders that get
created in Dear.

Stand-alone workflows

This is how you set up a stand-alone workflow:

Go to Workflows and settings > Approval workflows.
Click on the "CREATE" button on the right.

Enter a name for the new stand-alone workflow.

Create all approval steps and add users, or type in the email addresses of Approvers and
Requesters.

Click on Save to apply your settings, and on Activate to start the workflow.



Types of workflows. Connected workflows

This is how you set up a connected workflow:

1. Go to Workflows and settings > Approval workflows.

2. Select a predefined workflow, Purchase Order workflow.

3. Add a Requester in Pull from Dear Inventory step.

4. Specify all approval steps and add users, or type in the email addresses of the Approvers.

5. Click on Save to apply your settings, and on Activate to start the workflow.




Approval matrix

In the approval matrix, you can specify the criteria for Approver selection and the routing of approval

requests.

ApprovalMax will pull the categories from Dear Inventory.

Kx Approval matrix for the step "Approval step”

Approvers Total amount Supplier Inventory Account Product Location
meliz.dylan.25@gmall PR N e e
= h e if
g Sevara Rashidova son Overorequal to 1,000.00 GBP Any Supplier Any Inventory Account Any Product Location matchas
] YRR Rk C
lctesnbs | Main Warehouse |
e ul Kailova = Anyamount = AnySupplier = Anylnventor F Location matches
P Co-Manufacturing Location

* Addan Approver

:

DONE\




Copy rules from one user to another

ApprovalMax provides Organisation Administrators with the option to copy rules between
Requesters and Approvers between multiple steps in the matrix.

Please note: the copied rules will overwrite the existing rules in the Requester / Approver matrix.

X Approval matrix for the step "Approval step” DONE

should approve if




Sequential approval workflow

With a sequential approval workflow, you can define a sequence of approval steps.

To set one up, click on the "+" icon and assign both a name and Approvers to each step.

Dear 230323 > Approval workflows » Purchase Order workflow (,) @ ,i)

Purchase Order workflow @ D e

Knowledge base ~  How-to videos » Setup and training package ~ X Hide
Pull from Dear Inventory = Auto-approval Step X W Department approval bl CEO approval > G) Ml Authorise in Dear Inventory (=
5 aoa iy . b Ay Auto-approval settings 7~ —~ o Narvbaes O will by
Purchase Orders in the "Drafl” status will be [ PP g ] [ Add an Approver ] @ ® [ Add an Approver @ @ Approved Purchase Orders will be
aulematically pulled from Dear Inventory, aulomatically marked as "Authorised”
‘ Please note: the auto-appraval - |

Cnter the user who will be notified about Dear Inventory

step is the first step that's Approval condition:  All v Approval candition.  All v -
purchase order status changes in ; :
e e o triggered. So, if a request A
\pprovalMax. A generic email address, eg. matches one of the rules amelis.dylan.258gmail.com . Ulyana Kizilova
finance@mycampany.com, can also be used. ® hould rvihine <hould a0 rervihing

- 5PCCiﬁ€d n U\is su:p, il WI“ be shou dpproye sve yl nng <hould approve eves )‘l nng
Learn More approved automatically - and INVITE AGAIN
i S :
S{p:sss Al Rither Spprou ® henrywyattéS8@gmail.com
eps.

G Ulyana Kizilova should approve everything

<100 AUD INVITE AGAIN

Purchase Order will be approved , Q)

4 Ulyana Kizilova
autamatacally i S ' h
should approve everything
Total amourtt & under 100.00 3 PP s -
ALUD

L ° " y




Rearrange workflow steps

You can rearrange the order of your workflow steps: just click on the [ll 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.

Dear 230323 ) Approval workflows » Purchase Order workflow Q) @ {i) ‘

Purchase Order workflow E,] i& ':g) - UPDATE THE WORKFLOW

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

2 X S350

Purchase Orders in the "Drafl” status will be [ Auto-approval settings ] ( Add an Approver ® ® Approved Purchase Orders will be
aulomatically pulled from Dear Invenlory. PI . : automatically marked as "Authorised” n
note: ~approv =
Coter the user who will be notified about eas.e R - Dear Inventory
. step is the first step that's Approval condition:  All v | v
purchase order status changes in 5 4
f Max A : triggered. So, if a request
\pge oval . A genenc email address, eg. : 2 :
"-“'_l_‘“ 5 " "' L &5 e '” ; % c_. =8 S matches one of the rules ® ameliadylan 25@gmail.com
finade@mycampany.com, Lan also be used i ; ; LR should aporove everything evervihing
specified in this step, it will be TR YTIT T = FUES ' =
Learn More approved autaomatically - and INVITE AGAIN
bl” A% AN BuTheL Sppraval ® henrywyatt6S8&@gmail.com
. Steps.
e P houk! approve everythang
Ulyana Kizilova 2
<100 AUD INVITE AGAIN
Purchase Order will be approved Zr)
S B G Ulyana Kizilova
[+ 28 BLS) SN 1
3 should apgprove everything
Total amount & under 100.00 5 R o
AUD




Parallel approval workflow

Approval decisions that are independent from each other are best arranged in a parallel approval workflow.
To set one up, click on the Add an Approver button and enter the Approver's email address.

Please note: a document only gets approved if any of /all” Approvers make a positive decision. If one of the
Approvers rejects the document, it will be returned to Dear Inventory in ,Ordering” status.

*‘Depending on the approval condition (either any of or all) that was selected for the step.

Dear 230323 ) Approval workflows » Purchase Order workflow (:) @ /i)

Purchase Order workflow @ “:D ees

Knowledge base ~ How-to videos »~ Setup and training package ~ X Hide
-~ —— .
Pull from Dear Inventory = > | Auto-approval Step "SRR Department approval b CEO approval > ( +/| A Authorise in Dear Inventory A
RO . B e Auto-approval settings — — TR il by
Purchase Orders in the "Drafl” status will be [ PP & ] [Add an Approver] % @ rAdd an Approver] @ ® Approved Purchase Orders will be
sulomal pulled lrom Dear Inventory. p : automaticatly marked as "Authorsed” o
Enter the user who will be notilied about MEATS THIA e MuEC-NTOVS : Dear |
step is the first step that's Approval condition:  Any of v Approval condition. Al v
purchase order status changes in 5 3
B e g s triggered. So, if a request
A I R A TS R R PR matches one of the rules amelia.dylan.25@gmail.com Ulyana Kizilova
finance@mycampany.com, Lan dlso be used ® ol Id we evervihing <hould a0 rervihing
specified in this step, it will be should approve everyliung Should approve everylinng
Learn More dpprovw dulom‘liu"y - and INVITE AGAIN

DYPRS SN RNTIE: SppOv henrywyattt98@gmail.com

steps. O) Lo e
0 UPyana Kizilova should apprave eve /lhl. N

<100 AUD INVITE AGAIN

Purchase Order will be approved : <

. vicalby 3 Ulyana Kizilova
automatially ' i : "
should approve everything
Tatal amourkt & under 100.00 - PR i o

AUD




Approval condition

Each approval step can have multiple Approvers, and you
specify how requests should be handled.

You can choose between two approval conditions:

All and Any of. They determine how many of the

Approvers are required to complete the step — either all
or a certain number of the assigned Approvers.

All is the default condition. When you add a new step, the
approval condition will be set to All

Example: if you need just two of your department managers to

a

a
a
a

O

O
O
O

orove, add all your managers to this step and change the
oroval condition to Any of, then specify the number of required
oroval decisions (2). As soon as any two of the assighed managers

orove, the approval step will be completed.

(x

Approval condition

It can be selected whether all or only one of the assigned Approvers is required to approve the

request to complete this Approval step. Learn more

All

If this option is chosen, all assigned
Approvers will have to approve the
request in this step

e )

O

Any of °

If this option is chosen, specified number
of assigned Approvers will have to
approve the request in this step.

Important: if number of approvers for
exact condition is less than set then all of
approvers of this step must approve this
step.

Number of approvers |2




Auto-approval step

The Auto-approval step is an additional first step in workflows, where you can enter conditions for the
automated approval of requests regardless of any rules specified in other approval steps or workflow
settings.

If a request meets the criteria stated in the Auto-approval step, it will be automatically approved right
away.

X Dear 230323 ) Approval workflows » Purchase Order workflow (:) @ ’i)

Purchase Order workflow ses UPDATE THE WORKFLOW

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

o\
rr——— ] Cm—— or
Purchase Orders in the "Drafl” status will be Add an Approver @ l®\ Add an Approver @ @ Approved Purchase Orders will be
Apprav. Approval cont

1l condition:  Any of v pproval condition:  All v
® '!‘25'3: . Ulyd
ove 24 sNou
LearnMore ' INVITEAGAIN
® t6e8@
0 U}yd rove &4
IIIIIIIIII N

Auto-approval Matrix DONE \
Rule Description Total amount Supplier inventory Account Product Location
<100 AUD ooo Under 100.00 AUD Any Supplier Any Inventory Account Any Product

Add Auto-Approval Rule /



Approval decision policy

If the same Approvers are in several steps, an Organisation's Administrator can decide whether they
have to approve in every single step, or if the approval decision made in the first step is to be applied
also to all other steps.

APPROVAL DECISION POLICY Learn more

If an Approver has been added to more than one step in the request and approves it, this approval should be
applied to:

O All steps at once
@ Only to the current step



Fraud detection

- : ' Purch Ord kfl '
—e ApprovalMax tracks the changes in a finance K urchase Order workflow settings M\
document in Dear Inventory that are made after its FRAUD DETECTION — BYPASSING THE APPROVAL WORKFLOW N

. What is to happen if ApprovalMax detects an approved document in Dear Inventory, which did not pass through
a p p rOva I | n Ap p rova I M aX . the approval workflow in ApprovalMax?

O Do not pull this document to ApprovalMax

@ Pull this document 1o ApprovaiMax

Select from which date onwards this control is to be enforced. All approved and open Purchase Orders with a date equal or
later will be pulied to ApprovalMax and put under control:

22 Mar 2023

} Notify the Organisation's Administrators about documents that bypassed the ApprovalMax workflow

—® Trackable changes include modifications regarding
the supplier, amount, date, location and others. FRAUD DETECTION — CHANGES AFTER APPROVAL Lesrn more

What changes made in Dear Inventory after the approval should trigger addition of mark "Changed after approval®
and a notification to company Administrators?

W4 Supplier

Total amount (more than 0.1 AUD Australian Dollar change)

Dzate

Lecation

—* The Administrator can manually select which criteria
to be tracked for changes, and which should be K
ignored.

Memo

ltem Lin=
Category

O E O E




Activate a workflow

After configuring your approval workflow, click on ACTIVATE THE WORKFLOW in the top right-hand

corner of the approval workflow screen.

If you heed to modify, open the approval workflow again and make the changes, then click on Update.

Please note: if you want the newly made changes to apply also to requests that are already being

processed, use the Restart option to start all running approval workflows anew.

o @ 1y

| ACTIVATE THE WORKFLOW I

Dear 230323 ) Approval workflows » Purchase Order workflow

B @& -

Purchase Order workflow

Knowledge base ~  How-to videos ~

Pull from Dear Inventory =
Latus will he

Setup and training package ~

Auto-approval Step x

[ Auto-approval settings ]

bypass all further approval
steps.

S Department approval

® henrywyattE98Egmail.com

should approve everything

<100 AUD INVITE AGAIN

Purchase Order will be approved c
o aticalty if AF} Ulyana Kizilova

T—;l ; A ey a0 should apprave evesything
up

b CEO approval )

TN
|+ )
Sk

X Hide

Authorise in Dear Inventory &

, in) i ’ L PR
Purchase Orders in the "Dral [ Add an Approver ] @ ®© [ Add an Approver] ﬁ @ Approved Purchase Orders will be
sulematically pulled lrom D aulomaltically marked as "Authorized”
) _ Please note: the auto-approval Deas laventon
Coter the user who will be notilied ab : : . o> G AAOALl camdaitas AR Dear Inventory
e i e AdE e phac step is the first step that's bon: y APRraval candite
5'-_ = M = | triggered. So, if a request
[”‘; : Ll:ﬁ:|\l Har L: ' l matches one of the rules @ amelia.dylan.25@gmail.cam Ulyana Kizitova
Saai pa specified in this step, it will be should apprave everything should approve everylhing
Learn More approved automatically - and INVITE AGAIN




Workflow version history

Every workflow version has the following data:

Author
Creation date
Version #

o
o
o
o Comment

By clicking on the clock button, a list of workflow archive versions is shown:

Click on the archived version to see the workflow before the last changes were made.
The workflow's working version is shown at the top of the list and marked as Active.

X Dear 230323 ) Approval workflows » Purchase Order workflow CREATE NEW ' J @ /i)
.
Purchase Order workflow [ X3 RO YIRS ACTIVATE THE WORKFLOW
Knowledge base ~  How-to videos ~ Setup and training package ~ X Hide
: ' o N @ Version #2 by Ulyana Kizilova m
Pull from Dear Inventory =p > Auto-approval Step X ) PAUTEIE 3% g CEO 3 g gy ot a 23 Mar 20231653 -
i Version #1 by Ulyana Kizilova
Purchase Orders in the "Drafl” status will be [ Auto-appro settings ] dd an Approve © dd an Approver © Appr 23 Mar 2023 y ,ry ARCHIVE
lease note: ¢ 3 g
tep is the firs A v Any o Approval con Al I Versmrf #0_ by U!yana Kizilova ARCHIVE
triggered. So, i = 23 Mar 2023 1437
ratch res @ rrrrrrrrrrrrrrrrr Bgmail.com Ulyar
pecified i i shoul ever | shoul
LearnMore | approved automatically - and INVIT!
S henry
0 aaaaaa ® shoul
INVIT!
- Ulyana Kizilova
X shoul




Copy workflows

ApprovalMax supports a tool that allows an Organisation's Administrator / Account Owner to copy a
workflow setup between different Organisations under the same account.

The Copy Workflow tool helps to reduce the time needed for the workflow setup and allows to roll out
additional Organisations faster.

Please note: the whole workflow setup gets copied from the original workflow to the target workflow and
overwrites it. These changes cannot be revoked.

X Dear 230323 ) Approval workflows » Purchase Order workflow (:) @ ’i)

Purchase Order workflow @) B =) ig '9 vos

Restart

g o\
; Department > > ( | 2 HSCard the changes
(A I settings ) Copy workflow
RPN ? uto-approval settings PR o~ < i
P se Orders in the "Draft” status will be PP £ [ Add an Approver | Bl © [ Add an Approver | Bl © PR e S R N
tematically pulled lrom Dear Inventory. automatically marked as "Authorised” o
. Please : the auto-app 1 -
C the user who will be notifl "
step is the first step that's Approval condition:  Any of v Approval condition:. Al v
p ase order stal hanges :
SThl i 2o YR triggered f a reques
“"_ '“’:”‘5: "."“‘.‘ : matches one of the rules @ amelia.dylan.258gmail.com Ulyana Kizilova
SEVIYCRES s specified in this step, it will be should approve everything should approve everything
L Mor pproved automatically - and INVITE AGAIN
blyp s ppeovel ® henrywyattE98@gmail.com
steps. we evervthine
0 Ulyana Kizilova should approve everything
<100 AUD INVITE AGAIN
Purchase Order will be approved 2
e AassAle e 8 Ulyana Kizilova
Tatal .:'n-;.'.r'". < under 100.00 pebipston ok okt




Date range for Out-of-Office

If an Approver goes on holiday, the Administrator can set a Delegate for that person on the Users
page (Organisation > Workflows and settings > Users).

In this case, all approval requests intended for this Approver will be sent to the Delegate.

It's possible to specify a date range for the delegation of approvals. If an End Date is stated, the
out-of-office period will be disabled accordingly:.

X Delegate approvals

Selected Delegate will be 2pproving requests on behalf of amelia.dylan
removed.




Create and run reports

= Dear 230323 ) Reports CREATE NEW {
ApprovalMax provides 3 out-of-the-box report;
- Potential fraud detected oyl i s
Fraud risk is Forced by Administrator, Autoapproved, Some approvers w... Status is Approved Status is Open
Decision date is This month
. Purchase orders approved this month L B 4

. Purchase orders pending approval

These out-of-the-box reports can be adjusted as
needed; new reports can be generated by setting
the respective filters.

e Dear 230323 ) Reports » Purchase orders pending approval

An archive with the audit reports for allrequestscan " P
be downloaded as well as the attachment archive
for all requests.

Note: that the option for downloading the
attachment archive for all requests is available
under the beta key. If you are interested in enabling
this beta feature for your ApprovalMax Organisation,



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

Forced decision

ApprovalMax provides Administrators with the capabillity to force approval / rejection decisions.

In the Force the Decision dialogue window, the Administrator can leave an explanatory
comment for Approvers and Requester.

4 4\ / \
Forcing the approval decision X X Force the deCiSion FORCE THE APPROVAL
As an Administrator, you can force the

spproval or rejection of this request.

This will override the decisions of the Please provide a comment (optional) to let the Approvers and Requester know
other Approvers. g 3
why you decided to do this.

nel Force the approval

\Force the rejection /
w Add a comment

. /




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

For support queries, 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

