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The terms "Account™ and "Organisation”

Your ApprovalMax account is created when you sign up for a trial. The Account Owner manages the
creation of Organisations inside the account.

Please note: the Account Owner is hot necessarily in charge of billing matters, which might be handled
by a designhated 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. They also have a list of the users invited in the given
organization.

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

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




Roles on account level

Account Owners have comprehensive 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 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 / Reviewer.



Roles on a workflow level

Requesters are authorised by the Administrator to raise requests during Purchase Order / Bill / Contact / Batch
Payment creation. For the corresponding 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 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 review and then 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 the given workflow.
They are allowed to add other Approvers from their Organisation to the request as well as remove those that have
previously been added. Note that it is only possible for the steps where the Approver is eligible for approval.

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




Workflows

A workflow Is a sequence of review and approval
steps based on predefined business rules.

Connected workflows for Xero include:

- Purchase Order workflow
There are two types of workflows in ApprovalMax: . Bil

L workflow

- AP Credit Note workflow

- Sales Invoice workflow

- AR Credit Note workflow

- Batch Payment workflow

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

- Contact workflow
- 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.




Single sign up with Xero

You can use your Xero account 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 Organisation in
ApprovalMax.

In case your Xero Organisation is already in use with ApprovalMax, or if you deny access to it, youd fall

back on the manual setup for your trial.

4 ) Gon't enter your email address but \ @ IieyRURARre ac“’””\ ﬂlonﬁrm access to Xero for Approval@
o 1 ) - . . .
P‘:fqu?f\ free trial on ou select the option to sign up with Xero. o0
'4\’t:‘03ft<: .
xen
FREE TRIAL Sign up with @ - Approvaax wants scess o
\ J User account information
\ J 1 Your basic profile information and
g emal add ess
\_ )




Single sign-on with Google

One more option to sign up instead of using your Xero account would using your
Google account. When you click on start a trial on our website, select the option to
sign up with Google.

Request your trial on our website Enter your email address Check the confirmation email and confirm your email address

-~

@ ApprovalMax

Thanks for signing up!

( @ ApprovalMax \
-

y : @
Welcome to ApprovalMax!
INTUIT Signin
Please click the button below to confirm your email address.
G Sign up with Google
Conﬁlm email

Please n during sig fi you have gree to our Terms and Conditions,
and that you have read and agree to our cy Policy.
- - ] 21 : A 2 1 :
p ec Se C Cl N TI M ')l OU r e n“a | a d d FES S S '/ Cl C Xl ng If the button above is not clickable, please copy and paste following link into the browser address bar and
. click Enter:
0 ™ -l : ~—yr 1t - .
the link in the email we've Ju st sent to you. https://app.approvalmax.com/verifyEmail2linkCode=dENQe5J0ChgZxlyezZ13MIMA3uytdG
- T1iaHQJ5X7Apbug740lGUrB9gK6ay2hECa&state=%7B8%7D

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

\ Visit our blog J




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. |@#9$)

Different from your other passwords

Welcome to ) ApprovalMax

Set up your ApprovalMax Profile




Create or join an Organisation

If there's no one In your team, this step will be skipped. If you do have
teammates, youlll be asked whether you want to create or join an

Organisation.

Please note: the creator of an Organisation automatically becomes its

Weicome to &) ApprovalMax

Account Owner, and is the one who has to add and invite other users.
, Are you sure you need to set up ApprovalMax from scratch?

Such users are not to sign up on the

WebSIte, theyJUSt ﬂeed to accept the |nV|tatlon Some folks from your organization have already set up ApprovalMax. Ask them for an invite to
work together!
oo RS

To sign up, select I NEED TO SET UP APPROVALMAX FROM

SCRATCH. PR e s

ApprovalMax Organisations are linked 1-on-1 to Organisations in Xero.




Connect to Xero

When you create an Organisation, it is best

to enable its integration with Xero or to try ApprovalMax with Xeros Demo. This way,
you can use connected workflows.
K New Organisation

Which accounting system would you like to connect to your new ApprovalMax organisation?

o

Stand-alone workflows do not require a

connection to an accounting platform.
SZ15) Connect to Xero (fs) Connectto gume  COMNECt O
QuickBooks Online Oracle NetSuite
@ connectio Connect later
Dear Inventory
4> Pro tip:
Consider connecting to a Xero Demo organisation. It goes with dummy data and you won't affect your production data. Learn
more

Why connection matters:
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.

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




Connect to Xero

. B

ApprovalMax wants access to:

m l ApprovalMax Test Org (AU-09-2020). ~

Organisation data

2020).

View and manage your:
 File library

» Attachments

» Business transactions
» Contacts

Please note: an Organisation in ApprovalMax can be View your
connected to only one Organisation in Xero. e

46|' ApprovalMax Test Org (AU-09-

Select an Organisation for the integration.

Projects
Organisation settings
General ledger
Budgets

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 the application provider's terms of use and
privacy policy.

You can disconnect at any time by going to Connecied apps
in your Xero settings.

Allow access

Cancel




Connect to Xero

Select the Demo Company for the integration and
choose the option "Yes, prepopulate the sample
data” to use the predefined Xero data and try
ApprovalMax without any risk to your own data or
setting up your own Organisation.

Please note: an Organisation In
ApprovalMax can be connected to only
one Organisation in Xero.

~ B

ApprovalMax wants access to:

Demo Company (Global) v

Organisation data

r > Demo Company (Global)
6 View and manage your:
— |« Filelibrary

« Attachments

» Business transactions
» Contacts

View your:

* Reports

* Projects

» Organisation settings
* General ledger
» Budgets

By allowing access, you agree fo the transfer of your data
between Xero and this application in accordance with Xero's
Terms of use and the application provider's terms of use and
privacy policy.

You can disconnect at any time by going to Connected apps
in your Xero settings.

Allow access

\ Can

Prepopulating a Demo organisation with
sample data

company with sample data?

° Yes, prepopulate with sample data

O No, | will set up everything myself

PROCEED




Add a user

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

On the Workflow Setup page, you can enter email addresses to authorise users 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 and invite users

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

Enter the user's email address under Organisation > Workflow anc
user to ApprovalMax. However, this does not qualify the user for a

Orders/Bills/Batch Payments/Contacts.

settings > Users to add the
oproving or raising Purchase

To enable users as an 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 part of an a

Organisation. T
account and a

ney are not to sign up on the ApprovalMax website as t

new, disconnected Organisation.

ready existing

NS would result In a new




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.

Decide whether youd like to invite the users right away,
enabling them to act as an Approver or Requester and

recelve notificat

Te)

f you prefer to ¢

S

1S.

ay Inviting these users, click on FINIS

Add users NEXT

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

mike.?A.nevwnan@gmail.con{ m

Add users GO BACK FINISH

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

(O Do notinvite

@ Invite the users by email right away

/




Add a user on the Users page

When users recelve an invitation, they need to accept it by
clicking on the Accept Invitation button. : A

@ ApprovalMax

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

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

AS soon as users have accepted thelr invitation, their status - /

changes from Pending to Active on the Settings page, and
they can be added to approval workflows as Requesters /
Approvers or Reviewers.

wi ase ~  How-to videos tu ining pac
J AM EMAIL STATU ST
0 Ulyana Kizilovs ulyans m m Administ Act
. Tyr tyrone.t.harris.87@gmail.com =e ®
50




Add a user via the Workflow
Setup page

/ X ApprovalMax Test Org (AU-09-2020). » Approval workflows » Purchase Order workflow

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. ST eam T ==

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

a / Invite your team members to the Organisation "ApprovalMax Demo" INVITE USERN
\)(/ h e n yo u,re rea dy to i nV i te p reVi O u S I_y a d d ed u Se rS ’ Add a welcome message for the invitees; they will see it in the email. This is optional.
click on the Invite Now button in the approval matrix. @ e pescesceprsoue imston s soprovanind

You can also enter a welcome message for them.
To complete, click on INVITE USERS.

EMAIL STATUS

\ ulyana kizilova@approvalmax.com Not invited /




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

|

Users > Xero

ADD USERS

Knowledge base ~  How-to videos ~

NAME +

Ulyana Kizilova

L]
a
‘ Tyrone Harris

sophia.sjackson39@gmail.c

Setup and training package ~

EMAIL

ulyana.kizilova@aspprovalmax.com

tyrone.t.harris.87@gmail.com

algy sophia.sjackson39@gmail.com

ROLE

Administrator

Uzer

Jzer

STATUS

Active

Active

Pending

2FA

® Ensbled

® Di=zblec

® Di==zblen

o @ (i)

x Hide

DELEGATE START DATE END DATE




Types of Workflows. Connected workflows

All connected workflows are 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 - for Xero Purchase Orders / Bills / Contacts / Batch Payments that are created in
ApprovalMax as well as for stand-alone workflows or Bills pulled from Dext Prepare.

Option 2. as soon as ApprovalMax receives from Xero documents such as approval requests for Bills, AP/AR
Credit Notes and Sales Invoices with the status Awaiting Approval.

n order to start the approval workflow, Xero Purchase Orders / Bills can be created in ApprovalMax or get
oulled from Xero. It is recommended though to raise Purchase Orders and Bills in ApprovalMax (option 1).

Please note: To enable notifications and approval status tracking for documents received from
Xero (option 2), you need to specity an email address in the Pulling from Xero section. It is
advisable to use a generic one such as finance@organisationname.com.



mailto:finance@organisationname.com

Types of Workflows. Connected workflows

—  Xero AWX )» Approval workflows

This is how you set up a connected workflow:

Xero-connected approval workflows
Xero You are connected to: Xero AWX

1 Go to Workflows and settings > Approval workflows e
2 Select a predefined workflow, for instance, Bill Approval
3 Add at least one Requester in the Creation / Pulling from Xero /

Airwallex Batch Payment Activated @

Receive from Dext Prepare step

~  ACCOUNTS RECEIVABLE

4 Specify all approval steps and add users, or type in the email
addresses of the Approvers o )
5 Click on Save to apply your settings, and on Activate to start the \_ ™" )

workflow




Types of Workflows. Stand-alone workflows

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

1 Go to Workflows and settings > Approval workflows

2 Click onthe "+" icon on the right
3 Enter a name for the new stand-alone workflow
4 Specify all approval steps and add users, or type in the email addresses of the Approvers

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

6 Click on Save to apply your settings, and on Activate to start the workflow ‘ .
Stand-alone workflows

PREMIUM PLAN ONLY

ApprovalMax allows to set up stand-alone approval
workflows without connecting to an accounting
platform. Such workflows could be used for the
approval of legal contracts, CapEx decisions,
expenses and reimbursements, sales quotes, etc.

Learn more

Stand-alone workflow CREATE

To set up a stand-alone approval workflow, assign
Requesters and Approvers, define their requisitioning
and approval rights, add approval steps as needed.

<




Approval matrix

In the approval matrix, you can specity the criteria for Approver selection and the routing of approval
requests.

You can also set alternative rules for the Approver as described in here

Please note: ApprovalMax will pull the categories from Xero after sync. If you add new categories, you need
to sync manually from the Organization Settings and Connections page.

K Approval matrix for the step "Department Approval” H DONN
Knowledge base How-to videos w X Hide
Approvers Total amount (GBP) ~ Requester Supplier Dpt. Account Item
Liza Sonntag coo Any amount Any Requester Any Supplier Dpot. matches Any Account Any ltam

a should approve if [ Sales |
9 Lucy Gavin coo Within 1,000.00 GBP- Any Requester Any Supplier Any Dpt. Any Account Any ltem
ol o 20,000.00 GBP
e N R Dpt. does not match m
 GaA |
a:} Pater Brown » coo Over or equal to 20.000.00 Any Requester Any Supplier Any Dpt. Any Account Any ltem
3 shouig approve | GBP
Willi Waldmeister 000 Under 1,000.00 GBP Any Requester Any Supplier Any Dpt. Any Account Any ltem
l should approve if

Q Wolf Wunderlich coo Any amount Any Requester Any Supplier Dot. matches Any Account Any lzem
should approve if
. [ GaA



https://support.approvalmax.com/portal/en/kb/articles/how-alternative-rules-in-the-approval-matrix-work

Copy the rules from a user to another

Organisation Administrators has the option to copy rules between Requesters, Approvers or

Reviewers within different steps in the workflow.

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

Reviewer matrix.

/x Approval matrix for the step "Department approval”
Knowledge base How-to vi deos
Approvers Total amount (AUD) . Requester Supplier Location Departments Account Tax
Anastazia Sioirtzeva R m
m should app

Add an alternative rule

G zha Remove an Approver from the step 1500.00
shol  Copy ruleto user

AP A L1

X Hige

\"_J+ Add an Approver
D 0 0 0




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.

Note: You can move the sequence of step by dragging them. click on the "Il * 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.

X ApprovalMax Test Org (AU-09-2020). > Approval workflows )» Purchase Order workflow

DEFAULT APPROVER

Sl matches

A slep in case

Cantact




Rearrange workflow steps

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.

ApprovalMax Test Org (AU-09-2020). > Approval workflows » Purchase Order workflow QO O

Purchase Order workflow B 233 ‘:9 e

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

EEITIT S CCEEED ¢ G

orised Lo Create [ Add an Approver ] @ @ prover I @ '@‘ [ Add an Approver ] ﬁ ’@ Aler their final approval, Purchase Orders

Purchase Orders and submit them for will be automalically created / authorised in

Add users who are auth

approval in ApgrovalMax. i Xero
P Approval condition:  Any of v dition:  Any of v Apge oval condition:  All v

[ Add a Requester ] ﬁ

should approve everything d approve everything should approve of Toral amount

Anastasia Sibirtseva {eseiman 0 Zhanara S.

is aver o equal 1o 1,000.00 AUD

fef@efel com 0 Zhanara S. ara S.

should approve if Total amount d approve f Total amount

=2

can submat with any existing

-~ A
Contact and Departments thal is aver or equal o 0.00 and r or egual 1o 500.00 and DEFAULT APPROVER
matches "Cleaning”, "CSM" and under 500.00 AUD 1,000.00 AUD
Account thal matches "260 [ Add an Approver ]
Other Revenue”, “270 - Interest
Income” and ltem that matches .

- = g & RPN A Delault Appraver & added to a slep in case
"100: iPhone”, *1000: Fujifilm X N
rar there is no designated Approver specified

4 forw
INVITE

Anastasia Sibirtseva
can Submat with any existing

Comtact

Elena Barbacheva
tan submat with any existing

Coneact

@
Evan Parker
A can subma with any existing

Contact and Departments thal

matches "Anamation”, "CSM*

llya Matusevich

can Submat with any existing
Cantact

Zhanara S.

tan submat with any existing or

new Contact

Pulling from Xero

All "Purchase Order” reguests subwmnitted
directly = Xero will be careated in Lhe name

of this ApprovalMax user. Learn more

r
J Amelie T




Parallel approval workflow

Approval decisions that are independent from each other could be perfectly arranged in a parallel approval
workflow.

To set one up, click on the Add an Approver button and enter the Approvers email address.

Please note: a document only gets approved if gny of/all” Approvers make a positive decision. If one of the
Approvers rejects the document, it will be returned to its Requester.

Depending on the approval condition (either
any of or all) that was selected X Approval condition

It can be zelected whether 2l or only one of the sssigned Approvers is required to spprove the

]C O r t h e S t e p. request to complete this Approval step. Learn more
All O Any of o

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

Important: if number of approvers for
exact condition s less than setthen all of
approvers of this step must approve this
step.

Number of approvers ‘[ 1




Approval condition

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

/X Approval condition DONE \

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

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 S O e °
this option is chosen, all assigne this option is chosen, specified number
number of the assigned Approvers. i apoeore e raquect s tepe

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

All 1s the default condition. When you add a new step, the e
approval condition will be set to All \ /

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

approve, add all your managers to this step and change the approval
condition to Any of, then specity the number of required approval
decisions (2). As soon as any two of the assigned managers approve,
the approval step will be completed.




Auto-approval step

The Auto-approval step is an additional first step in workflows that's available during trials and

Advanced feature trial periods as well as

In Advanced / Premium plans.

In this step, 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 ApprovalMax Test Org (AU-09-2020). > Approval workflows » Purchase Order workflow

- pack
Create a PO in ApprovalMax & B BE N Pl Department approval y _ i Approval step
Add users who are authorised Lo Create Add an prover o) Add an Apprcver o) Add an Appro
Purchase Or
it oble Approval condi Approval cond i All
Add a Req m’ Anastasia Si tee Q nnnnnnnnn s aaaaaaaaa
W x
should y  should rave i
3
fef@efefcom 4R ZhanaraS. 04Uk ZhanaraS.
E can s a should “ should
Corut, S Over r
matc under ander
Acco
Othe
lacor
*100:
T4
INVI
@ Anastasia Sibirtseva \
can & -
ok X Auto-approval Matrix il DONE
Kno
Rule Desc st amo { ) v  Supplier @ logation @ Departmen ts m
Supplier Based ount Supplier match 2z Departmentsmatches = AnyAccount AnyTax
{ Amazon ] Appie |
\+ B /




Approval decision policy

f the same Approvers are in several steps, an Organisation’'s Administrator can decide whether they

nave 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



Instructions for Requesters

An Organisation's Administrator can provide a message that will be shown to Requesters
during the creation of the request (Purchase Orders / Bills / Batch Payments / Contacts).

/ INSTRUCTION FOR REQUESTERS Learn more\

You can specify a message that will be shown to Requesters when they create a new Purchase Order.
B /7 Ui < &

Enter the message text...

\ Leave the message blank if you don't what to show Requesters an instruction. /




Email to Supplier template

ApprovalMax supports setting up a default email to the
Supplier.

An Organisation's Administrator can enable and word a
default text for emails to the Supplier in the Purchase
Order workflow settings.

K Purchase Order workflow settings

EMAIL TO THE SUPPLIER SETTINGS

Email to supplier section

Select how Email to Supplier section will behave by default
O Enabled

@ Enabled and checked

O Disabled

Default CC email address

Enter email address of the Organisation to be added as cc

Email addresses for CC option

Enter email

Email template
Specify default email supplier subject and body.

You can copy and paste the following variables to specify this information in subject and body:

[PONUMBER] — Purchase order number. COPY
[COMPANYNAME] — Organisation name. COPY
[TOTALAMOUNT] — Total amount of the purchase order’. COPY
[SUPPLIERNAME] — Supplier name. COPY
[CONTACTPERSONNAME] — Contact person name. COPY

Subject
Purchase Order [PONUMBER] from [COMPANYNAME]

Body
Hi,
Here's a3 Purchase Order [PONUMBER] for [TOTALAMOUNT].

The delivery due date, address and instructions are included in the Purchase Order.

If you have any questions, please let us know.

K Thank you!

SAVE\

Learn more




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 need 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.

X ApprovalMax Test Org (AU-09-2020). » Approval workflows » Purchase Order workflow




Workflow version history

Every workflow version has the following data:

. Author
. Creation date
. Version #

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.

ne workflow's working version is shown at the top of the list and marked as Active.

ApprovalMax Test Org (AU-09-2020). » Approval workflows ) Purchase Order workflow C J @ q
Purchase Order workflow B = i@ ‘3
Knowledge base ~  How-to videos » Setup and training package ~ X Hide

5 @ Version #7489 by Zhanara S.

P P e Version #7438 by Zhanara S.
Add users who are authorised 10 Create [ Add an Approver ] g ® [ Add an Approver ] ﬁ @ [ Add an Approver ] @ @ BRI ARCHIVE

Purchase Orders and submit them foe 33

approval in ApgrovalMax

Version #747 by Zhanara S.

Appraval condition:  Any of v Approval condition:  Any of v Approval condition:  All v ARCHIVE
6 Mar 2023 12.40
[ Add a Requester ] ﬁ Anastasia Sibirtseva all Alex Keselman Zhanara S. Version #746 by Anastasia Sibirtseva
should approve everything p should approve everything should approve if Total amount S Mar 2023 10:46 ARCHIVE
PR i g % < i% over or equal o 1,000.00 AUD I D AN
ef@efef.com anara S. anara S, ) —
g can subma with any existing e shoukd appeove il Tatal amournt e shauld approve o Toral amount Version #745 by Anastasia Sibirtseva ARCHIVE
A A 5 Mar 202 nAaA
Contact and Departments that r or equal to 0.00 and i% ower or equal to 500.00 and DEFAULT APPROVER 6 Mar 2023 10:44
matches “Cleaning”, "CSM" and under 500.00 AUD under 1,000.00 AUD Version #744 by Anastasia Sibirtseva .
S that aak iR Al T ARCHIV
Account that matches “260 [ Add an Approver ] 6 Mar 2023 10:41
Other Revenue®, "270 - Interest
Income” and ltem that matches = . Version £743 by Elena Barbacheva
2 A Default Approver i added o a step in case g 't
*100: iPhone”, "1000: Fujifilm X & R 6 Mar 2023 0941 ARCHIVE
e there s no designaled Appraver specified
B for it ~ -
INVITE

Version #742 by Zhanarsa 5. ARCHIVE

Ja  Anastasia Sibirtseva 1 Mar 2023 13:.43
0 can subma with any existing j
Cantact Version #741 by llya Matusevich PR




Copy workflows

ApprovalMax supports a tool that allows an Organisation's Administrator / Account Owner to copy a
workflow setup between different workflow types in the same Organisation and 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 / workflows 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 ApprovalMax Test Org (AU-09-2020). > Approval workflows » Purchase Order workflow Q) @ ’.1

Purchase Order workflow [ B & D - ACTIVATE THE WORKFLOW
Restart
Knowledge base ~  How-to videos » Setup and training age ~ X Hide

reders dr

DEFAULT APPROVER

[ Add an Approver ]




The Dext Prepare - ApprovalMax - Xero
integration

Integrating Dext with your ApprovalMax Bill workflow enables Dext to push finance docu

ments like

supplier invoices and expenses directly to ApprovalMax instead of sending them to Xero as drafts first.

. The pre-accounting tool Dext Prepare extracts automatically the key data from invoices and receipts,

and sends it to ApprovalMax.

. ApprovalMax takes care of the automated Bill Review and Approval based on approva
from Xero (tracking category, supplier, amount, etc.) across multiple authorisation leve
Bills only enter Xero once fully approved, which ensures data security and minimises t
or human error.

(& )
Dext Frepare — @ApprovalMax —> REC

Pre-accounting Bill review and Bill "Awaiting
\_ data capture authorisation Payment" Y

| criteria pulled
S.

ne risk of fraud




Establish the Dext Prepare - ApprovalMax - Xero connection

-or establishing a direct connection between Dext
Prepare and ApprovalMax, you'll need:

. An active subscription / trial

. An ApprovalMax Organisation that is connected to
a Xero Organisation

. An activated Bill workflow: in the Receive from
Dext Prepare section, specify a user — all Bills
received from Dext Prepare will be created in the
name of this user

Then, open the Organisation page in ApprovalMax
and click on CONNECT next to the Dext Prepare
logo.

J

/ADDITIONAL SERVICES

Approval workflows for Dext Prepare

Connect your Dext Prepare account in order to receive, review and approve captured bills in ApprovalMax before
publishing them to Xero.

Learn more

~N




Establish the Dext Prepare - ApprovalMax - Xero

connection

In the following window, select ApprovalMax for Xero
and connect to your Dext Prepare.

Now, select a valid Organisation with an active Xero
connection and click on ALLOW ACCESS.

Once the connection has been established, the
relevant Xero information will be synced to your Dext
account so that you can pick the respective values in
the drop-down fields.

ApprovalMax for
QuickBooks

Online

Other Software

Xero
zapier
Zapier

ApprovalMax for

Gusto

Surf Accounts Reckon One

@ quickbooks
BETA

QuickBooks
Desktop

Dext Prepare would like to access your
data. Please select the Organisation you
want to connect with:

ApprovalMax Test Org (AU-09-2020)

ALLOW ACCESS

CANCEL AND GO BACK

By allowing access, you agree to the transfer of your data between Dext Prepare

and ApprovalMax in accordance with the ApprovalMax terms of use, this
application's terms of use and our privacy policy. You can disconnect this

application at any time by going to the account settings in your Dext Prepare

\ settings.

© ApprovalMax \

/




Configure the default settings in Dext Prepare

Documents that get pushed from Dext to ApprovalMax will only go through the predefined
Bill Approval workflow if the value “Invoice” has been selected as the "Publish to" destination.

In Dext, under My Profile > Account Details, you can also set your preferred currency and your
tax extraction preferences.

with Recespt Bank

General ApprovalMax for Xero Settings ~

Current Integration

@ APP rovalMax ApprovalMax for Xero "ApprovalMax Test Org (AU-09-2020)." (Change)

Default "publish to" destination for Costs Invoice A
Xere

Warn me when creating a new supplier @ m

Tax Settings ~
Use tax list [ on

Connections A Use supplier tax rates

Integrations Default tax for Costs @ GST on Expenses (10.0%) v
Default exempt tax code for Costs @ v

Automatic Publishing ~
‘--_



Fraud detection

ApprovalMax tracks the changes in a finance
document in Xero that are made after its approval
IN ApprovalMax.

Trackable changes include modifications
regarding the supplier, tracking category,
account, and others.

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

Bill Workflow Settings SAVE \

FRAUD DETECTION — BYPASSING APPROVAL WORKFLOW Learn more

What should happen if ApprovalMax detects an approved document in Xero that did not follow approval workflow
in ApprovalMax?

@ Do not pull this document to ApprovalMax

O Pull this document to ApprovalMax

Please select a Date from which control should be enforced. All approved and open bills with Date equal or later will be
pulled to ApprovalMax and put under control.

Notify company Administrators about documents that bypassed ApprovalMax workflow.

FRAUD DETECTION — CHANGES AFTER APPROVAL Learn more

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

D Contact

D Net total amount (more than 0.1 USD United States Dollar change)

[[] Tracking category
[] Account

/



Manual exchange rate

Organisations with multiple currencies struggle to provide the required exchange rates for
specific requests: currently all requests are created with the current rate, which works fine
for today's and future dates but fails to meet the expected values of past requests.

To resolve this issue, the ApprovalMax Administrator can allow Bill and Purchase Order
Requesters to set the exchange rate manually.

X Requester matrix il DONE

Requesters Manual Exchange Rate Supplier Region Account Item Tax Branding
Always mandatory Set as optional Set as mandatory Set as optional Set as mandatory Always mai

@ Joanna Green  ©o0o0 Allow to use 3 manual Any existing Contact Any Region Any Account Any ltem Any Tax Any Brandi

ERIC SO Wt exchange rate [] Allow to create new
Contacts
O+

Add a Requester

\__ /




Date range for Out-of-Office

It's possib

e to specity 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 approving requests on behalf of Joanna Green
Joanna Green will not see any approval requests while Delegate for them is enabled.

Only users who have not delegated their role can be set as Delegates.

DELEGATE

e' Nikolas Frost

START DATE

116 May 2022

END DATE

22 May 2022

unless re

maove:

f an Approver goes on holiday, the Administrator can set a Delegate for the Approver on the Users
nage (Organisation > Workflows and settings > Users).

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

d.

REMOVE




Bill-to-PO Matching

In ApprovalMax, Approvers can manually match incoming Bills and initial Purchase Orders and
allocate amounts before making their approval decision, which brings much more control and
accuracy to this stage of the approval process. The Administrator can activate the Matching

feature in the settings.

There are also advanced settings for Bill-to-PO Matching, such as:

the option to allow the approval of Bills which have not been
matched to their corresponding Purchase Order(s)

regulations in terms of whether or not Bills can be approved even if
the remaining balance of any matched Purchase Order is negative

restrictions for matching Purchase Orders dated later than the Bill
and gross/net amount settings for matching allocations.

ﬂ Bill workflow settings

PURCHASE ORDER MATCHING
Enable the manual matching to Purchase Orders?

Allow users to match Bills to Purchase Orders

Can a Bill be approved if it is not yet matched to a Purchase Order?
@ Yes, unmatched Bills can be approved

O Unmatched Bills up to the following amount can be approved
0| GBP British Pound

O No, unmatched Bills cannot be approved

Can a Bill be approved if PO remaining balance of any matched PO is below zero?

@ Yes, such Bills can be approved

O Such Bills can be approved only if PO remaining balance is not more than

z
O No, such Bills can't be approved

Can a Bill be matched to a Purchase Order which has a later date?
@ Yes, allow matching Bills to retrospective Purchase Orders

O No, do not allow matching Bills to retrospective Purchase Orders

Which type of amounts should be used in the matching allocations?

& Changing of this setting will start the recalculation of all remaining balances.
You can only change this setting once every 24 hours.

® Gross nts
\ (O Netamounts

O Yes, such Bilis can be approved if PO balance in not more than 0| percent below zero

0| GBP British Poun

d belo

SAVE \




Automaticall

Orders as Billed

ApprovalMax supports marking Purchase Orders as Billed automatically on the approval of the

last Bill matched to that Purchase Order,

ApprovalMax supports unmarking Purchase Orders as Billed automatically if one of the Bills

matched

to It Is unmatched.

mark/unmark Purchase

-

\_

X

Purchase Order workflow settings SAVE

PURCHASE ORDER MATCHING Learn more

Can a Purchase Order get automatically “Marked as Billed” on the approval of the last Bill that was matched to this
Purchase Order?

Yes, if the Purchase Order remaining balance settings are met (e.g Purchase Order remaining balance is less than or equal

@ to 0)

{ ) No never
N .

Can a Purchase Order get automatically “Unmarked as Billed” if one of the Bills matched to it is unmatched?

@ Yes, revoke its marking as "Billed”

O No, never

~




Upload/sync Xero Budget

The Budget checking feature makes sure that an Organisation does not overspend, 1.e. doesn't
spend more money than intended.

Budgets are prepared either in Xero or some other 3rd-party system, and then uploaded/synced

by Organisation Admin to ApprovalMax where Bills and Purchase Orders get checked against the
respective budgets.

— Demo Company (Global) > Budget checking

() syncnow  §23  ees

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

* Hide
@ Overall Budget Manually uploaded Budget
Status: Active S:at_us: Deacrtivate Budget
Last sync 21 Nowv 2022 Region:
Check period: 12 months starting from FY Date of upload: Budgert settings
Check period: Reuplo get
Downi dge sV

X Budget check for “Overall Budget” budget

1 Feb 2022 - 31 Jan 2023 Bills

Remaining

220.00 USD  220.00 USD 0.00 USD 0.00 USD 0.00 USD 0.00 USD



https://support.approvalmax.com/portal/en/kb/articles/how-to-upload-xero-budget-in-approvalmax
https://support.approvalmax.com/portal/en/kb/articles/how-to-sync-budget-with-xero

Budget checking settings

Organisation Admin can specify if net or gross amounts are to be used for checking and tracking
budgets.

Budget Checking settings

DURING BUDGET CHECK, APPROVALMAX SHOULD CHECK: Learn more

O Gross amount

@ Net amount




Budget checking periods

Organisation Administrator can choose from a number of options for tracking budgets: 1, 3, 6, 12
months and YTD; or have the budget checking period start either at the beginning of a financial
year or from a custom month; or custom period up to 60 months (for manually uploaded budgets).

Options for Manually uploaded Budget SAVE

Pleasze select bucge: check period for "Manually uploaded Budget” budget.

Pleaze note that 3ll periods are defined baszed on the start of the financial year
which is pulled from Xero.

O 1 month

O Financizl quarzer
O Half of financial year
@ Financial year

O Year 1o date

(O Year with selected start month | january

O Year to date starting from the selected month | January

O From To




Forced (Manual) Xero synchronisation

ApprovalMax pulls data such as accounts, items, tracking categories, etc. several times a day from Xero.

At times, though, it might become necessary to force this synchronisation so that only the latest data is used in ApprovalMax.

For manually forcing the Xero synchronisation, the Administrator needs to open the Requester matrix, the Approval matrix, or the
Organisation’s settings and connection, then click on the sync button 1 and select the fields that are to be synced.

ApprovalMax supports instant updates and gets notified if there's a change in one of the Bills/Invoices of a particular
Organisation. Once such a notification is received, ApprovalMax reschedules the next planned sync date to ASAP, which reduces
the waiting time to minutes instead of hours.

@)
Requester matrix i1 | DONE
Knowledge base - @ Xero Data Synchronisation Status % Hide
Requesters Manual Exchange Rate Supplier Location Departments Account ltem Field Last synced Sync duration
SYNC NOW
= fef@efef.com [] Attow to use a manual Any existing Conzact Any Location Departmants matches Account matches Item matches
2l o exchange rate [] Allaw ta creats new [ Cleaning | csm | 260 - Other Revenue 100: iPhone Contacts 6 Mar, 20:11 2 seconds SYNC NOW
Contacts 270 - Interest Income 1000: Fujifilm X-T4
SYNC NOW
e Anastasia Sioirtsava ] Allow to use a manual Any existing Contact Any Location Any Departments Any Account Any ltem
ﬁ can submit with =, exchange rate D Ao to cranti it ltems 6 Mar, 20:11 1 second SYNC NOW
Con
SYNC NOW
E Earbachav [j Allowtouseam al Any existing Contact Any Location Any Departments Any Account Any ltem
m exchange rate [[] Allow ta creats new Taxes 6 Mar, 20:11 1 second SYNC NOW
cts
Themes 3 6 Mar, 20:11 1 second SYNC NOW
Evan Park [:] Allow to use 3 manual Any existing Contact Any Location Departments mat ches Any Account Any ltem
"""" m exchange rate D ANl to sttt m m Tracking categores 6 Mar, 20:11 1 second SYNC NOW
,s Ilya Matusevich [EY seamanual  Anyexist g Contact = A Denar e -
mst with g = D Il 5
...... s
Zh S [JAnowto use am I AnyexistingContact @™ = Anylocation @™ = AnyDepartments m
m exchang




Create and run reports

€D o © Y

ApprovalMax provides 5 out-of-the-box reports: o

Knowledge base ~  How-to videos » Setup and training package ~ X Hide
Bills approved this month Bills pending approval Potential fraud detected
Request type is Bill Request type is Bil Request type is Bill, Purchase Order, AR Cradit Note, AP Cradit Note, Sale...
Status iz A v Status iz Open Fraud risk is Changes made in Xero after approval, Approved directly in X

Purchase Orders pending approval
P u rC "] ase O rd e rS a p p roved th i S m O n t h Purchase orders approved this month Purchase orders pending approval

Request type s Furchasze Order Request type is Furchasze Order
Status iz Approved Status iz Open
i te is This month

Bills pending approval [ —— )
Bills approved this month

Potential fraud detected

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

ApprovalMax Test Org (AU-09-2020). > Reports ) Bill to PO Matching and PO Balance ) @ q

GROSS AMOUNT CURRENCY CONTACT STATUS APPROVED BY 0 REMAINING BALAI
Download the audit report archive for all requests

wnioad the attachment archive for all requests
770.00 AUD Thermaltaxke Approved  Mar zo Polo Downios ent archive Quests 11.00
Create an accrual report for Xero

An archive with the audit reports for all requests can be R
downloaded as well as the attachment archive for all ey wo e s e -

132.00 AUD Philips Approved Marco Pole - 25 Now 2020 15:19 -368.00

re q u e Sts ] \ Purchase Order PO-0116t0 Apple 1,208.50 AUD Apple Approved Sevara Rashidova - 19 Jan 2021 09:20 1,058,590 j

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, please contact us.



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

Create and run reports

ApprovalMax supports reporting at line item level

You can generate reports with line item details and schedule reports generation and delivery to
selected email addresses.

Line item reports allow you to look deeper into your accounts payable and accounts receivable to
understand what exactly your expenses are for.

K Scheduler SA}

POs pending approval

El

Send reportto *
. L » : .
Report name | Open Bills @ @ [a (:) LLL] Type emails with comma separation. Or paste multiple emails m
This report shows reguests that macch the foloweng filter: ave as 3 eoort nikolas -b.frost@gmail.com
S TS S——— DRT SETUP Y PP m m
et re
Delete the report Send repo thesz emai ry Every working day (Monday till friday) J
TRverTy oSy T
CONTACT CURRENCY NAME STATUS ITEM Q1Y UNIT PRICE ACCOUNT TAX RATE AMOUNT
Send reportat | 8:00 AM Every working day (Monday till friday)
Every wesk — Monday
Demo Supplier 1 GBP Bill [rom Demo Supplier 1 Open 0815 : Toal 10 100 630 - Invertary 20 1,000.00
Every month — Monday of every 4th week
- . X - - - X = = ADD NEVERENLE Every month — last Monday of a month
Demo Supplier 1 Goe Bill rom Demo Supplier 1 Open 0B16 : Another ool 20 200 310 - Cost of Goods Sold 0 4,000.00
Every year on 25 December
'3 c : n ] 2 £ 4 21 % b4 ~ cn N ~ & - = AN Custom
Demo Supplies 1 Gop Bill from Demo Supplier Open 0817 : Important Tool 30 350 310 - Cost of Goods Sold 20 10,500.00
\ Bayside Club GEep Bill from Bayside Club Open Anather Lool 1 200 Cost of Goods Sald 0 200.00 / \ /




Forced decision

ApprovalMax provides Administrators with the capability to force the approval decisions.

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

/ Bill from ABPA 1,333.20 Ath

Submitted by
I8 ™ \ero, ORG TEST 4 FORCE THE DECISION

Bill actions: EDIT | COPY | CANCEL

Date Due date Reference
27 Jun 2022 30 Jun 2022

\_ /

~

Force the decision FORCE THE APPROVAL

" x

Please provide a comment (optional) to let the Approvers and Requester know
why you decided to do this.

w Add a comment




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

