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Accept an invitation

All invited users need to accept the
iInvitation to join an Organisation

© ApprovalMax

Nikolas Frost invited you to join organisation .ApprovalMax Test Org (AU-09-2020).

«Hi Joanna. Welcome to ApprovalMax.»

Please click the button below to accept the invitation.

Fts |

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

click Enter:

https://app.approvalmax.com/acceptCompanylnvitation 2companyld=dd7217ec-b318-49ab-b41d-

dc0364bfealb

.. and enter their personal data (first
name, last name and the password).

Welcome to &) ApprovalMax

Set up your ApprovalMax Profile

Avatar Firstname * Lastname *
Nikolas Frost
Phone *

+44 7778 88999

Password *

JPG, GIF, or PNG

<1OMB: = [Siie=ssssussuns ,'\'{,

(V) Use 8 or more characters (v) Use a number (e.g. 1234)

Q) Use upper and lower case letters (e.g. Aa) (v) Use a symbol (e.g. |@#3)
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Accept an invitation

If you get multiple invitations, ke s @ g

choose for which Organisations you want Your invitations

tO a C C e pt t h e i nVitat i O n . You were invited to the following ApprovalMax organisations: |

ApprovalMax Test Org (AU-09-2020)

Invitation from Nikolas Frost

Accept
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Q o @ §o

Set up your profile |

Log out
1. Users can change their name, password and time zone,
upload an avatar or add a phone number any time.
X Edit your profile SAVE
2. To do so, click on the avatar icon in the top right-hand N I
Joznnz Gresn

corner of the main page to open My Profile.

joanna.p.green@smail.com

3. Here, you can set the notifications too: instant o e e

notifications about new requests or comments and a Email notifications

daily request summary with a list of all requests pending New requests notifications Sent instanth a

your approval. T -
This page is also about your notification preferences e =
regarding approval decisions or comments as well as T -
security settings such as idle logout and two-factor e Q @ OQ@ @ =) (2 == -
authentication. _

Lo e DU aRec 15 Wik OF Y )

Please note: there is no option to reset the email address. ——— -

SET NEW PASSWORD
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@ ApprovalMax

Reset your password

example@approvamax.com

. Resetting a forgotten password is easy In
ApprovalMax.

2. Clicking the Forgot Password? button on
the log-in page and entering your emaiil

address is all it takes. @ ApprovalMax
3. An emall will be sent out instantly, it S B
contains a link to My Profile where you can example@approvamax.com

set a new password BT

LOG IN NOW
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Single sign-on with Xero

1. ApprovalMax allows using your Xero account
as a login option (single sign-on).

2. You should already be logged into Xero, or log in

during the process. Only on your very first single ApprovalMax wants access to
sign-on you need to grant ApprovalMax access to Log in'to;Xero
your basic profile information and your email address. You'e using the new Xero login experience  Learn more T mocouEnamion

! Your basic profile information and
g email address

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

Please note: single sign-on will not work when you use -
different email addresses for your ApprovalMax and Pl U e s o o

Xero accounts. If the email address you use with Xero is

not yet registered in ApprovalMax, you will be asked to

your Account Settings.

Allow Access

Forgot password  Can'tlogin

create a new ApprovalMax trial account. Cancel
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Single sigh-on with QuickBooks Online

1. ApprovalMax allows using your Intuit account as a N —
. . . . b quickbooks Welcome ks, (Not You?)
Iogln Optlon (Slngle Slgn_on)° Oturbotax @quickbooks Qmint

Allow ApprovalMax to use your profile information
S|gn In When you select Authorize, Intuit will grant ApprovalMax access to your information, including

2. You should already be logged into QuickBooks
Online, or log in during the process. Only on your R { Rgtaens )
& Sign in with Google
very first single sign-on you need to grant o
ApprovalMax access to your basic profile
Information and your email address. ...

Password

Please note: single sign-on will not work when you use

different email addresses for your ApprovalMax and
QuickBooks Online accounts. If the email address you
use with QuickBooks Online is not yet registered in
ApprovalMax, you will be asked to create a new
ApprovalMax trial account.



Single sign on with your Google account

{5 Sign in with Google
ApprovalMax allows using your Google account as a
login option (single sign-on).

G Sign in with Google

You should already be logged into your Google
account, or log in during the process. Only on your
very first single sign-on you need to grant
ApprovalMax access to your basic profile @ Ramona Sanchez
Information and your email address.

Choose an account

to continue to approvalmax.com

(® Use another account

single sign-on will not work when you use

To continue, Google will share your name, email address,

different emalil addresses for your ApprovalMax and language preference, and profile picture with
. . approvalmax.com. Before using this app, you can review
Google accounts. If the ema” addl’eSS you use W|th approvalmax.com's privacy policy and terms of service.

your Google account is not yet registered in
ApprovalMax, you will be asked to create a new
ApprovalMax trial account.



Single sign on with your Microsoft account

ApprovalMax allows using your Microsoft account as o T e ——
a login option (single sign-on).
You should already be logged into your Microsoft Rl Microsoft
account, or log in during the process. Only on your =% Microsoft eemsppe AmaLcom
) . Let this app access
very first single sign-on you need to grant Sign in your info? (1 of 1 apps)
ApprovalMax access to your basic profile Fmeail address, phone number or Skype ApprovalMax needs your permission to
information and your email address. _ W()
single sign-on will not work when you use o L : E"E:vjy'“fqr.nwjhbddb”dy
different email addresses for your ApprovalMax and
Microsoft accounts. If the email address you use with @ Signin options
your Microsoft account is not yet registered in e

ApprovalMax, you will be asked to create a new
ApprovalMax trial account.
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What Auditors can do

An Auditor is an ApprovalMax user with full access to Organisations in read-only mode who is allowed to
view approval workflows, current and processed approval requests as well as the approval matrix for
authorisation rights and the Requester matrix. Business-critical processes are fully visible and traceable

because Auditors have easy access to any document and can find all the relevant data. ApprovalMax audit
trails and reports facilitate data and process accuracy.

View audit reports

View the delegation of authority

View active workflows for Bills, Purchase Orders and other requests as well as their previous versions

Export active workflows to PDF files

Build audit-specific reports

11



& ApprovalMax

View audit reports

Upon approval, a PDF audit report Is
automatically generated and attached to the
corresponding request. The audit report contains
all details of the approval process for this
document and gets stored in the general ledger.
Such files can be used for audit purposes and
the review of all actions applied to a particular
request.

An audit report archive for all requests can be
downloaded from the report, as can be an
attachment archive for all requests.

Bill from Amazon

900.00 AUD

Source: Submitted by Ulyana Kizilova APPROVED
Xero Organisation ApprovalMax Test Org (AU-09-2020)

Gererated on; 2 Feb 2022 22:36

Requester Ulyana Kizilova (ulyana kizllova@approvalmax.com)
APPROVAL LOG
NAME AND EMAIL REASON FOR BEING AN APPROVER STEP DECISION DATE | TIME
Ulyana Kizilova
o kizi ; A As organsation administrator Forced appronal 2 February 2022 22:36
From Date Due Date Reference
Amazon 2 Feb 2022 4 Feb 2022
LINE ITEMS (1)

Unit Tracking Amount

Item Description Qty Pri Account Tax | : Department AUD
00919 Property 400 - GST on Expenses
=5 rent 100 900.00 Adwertising (10%) Pans Design 800.00

Amounts are Tax Indusie
Subtotal: 900.00 ALD

Includes Tax (108 81.82 ALD
TOTAL: 900.00 ALD

12
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View the delegation of authority

With ApprovalMax, organisations can create 2 it Ches
custom approval workflows tailored to their s e
specific needs and have the option to implement a g & T

delegation of authority policy.

This way, businesses can ensure that their
authorisation rules are followed consistently
throughout. Moreover, it is easy to demonstrate to
Auditors exactly how the approval process works
and to let them view Iits authorisation rules as set
up in ApprovalMax.

Apart from the approval workflows, Auditors see at

a glance all ApprovalMax users and their roles in

the Organisations. They are also shown who has 13
been set as a Delegate for approval authorities.



& ApprovalMax

Workflow Version Control

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

Auditors can review all previous versions of a SU—— B e (-

workflow and see who has made which changes, o e |
+ C— v
a n d W h e n ° Add users who are authorised 1o create Add an Approver (O] Add an Approver (O] Add an Appro ©

Version #748 by Zhanara S.
6 Mar 2023 12:43

ARCHIVE

ppraval condition Any of v Approval condition An_v of v Apgcoval condiio Version #747 by Zhanara S.
6 Mar 2023 12:40
a Reques Ja  Anastasia Sibirtseva y AlexKeselman 0000 4EBR Zhanara S. Version £746 by Anastasia Sibirtseva
o ® f I I ot m should approve everything BS  should approve everything should approve if Total amount 2
: - i N Herel Lal L AR ol RS 6 Mar 2023 10:45
2 . : is aver or equal o 1,000.00 AUD
Every workflow version contains the following . @ @
can submi with any existing should appeove il Tatal amoun should approve oLal amount VB 2
Cantact and Departments that s over or equal to 0.00 and S ovér o egual o 500.00 and & Mar 2023 10:44
matches “Cleaning”, "CSM” 2nd ey 300.00AL1D wtes1 00N Version £744 by Anastasia Sibirtseva
° Account that matches 260 Add an Approver 6 Mar 2023 10:41
° Other Revenue®, "270 - Interest
Income” and ltem that matches RECH o et - Version £743 by Elena Barbacheva
100: iPhone”, *1000: Fujifilm X N AR G e T A G 6 Mar 2023 09:41
= there is no designated Approver specified
t o for - -
INVITE
. A u I I O r . Version £742 by Zhanara S.
A ia Sibi 1 Mar 2023 13:.43
 Subma with any existing safartan
C t ° | t At Version #741 by llya Matusevich

» Version #

By clicking on the Clock button, a list of workflow
archive versions is displayed.

Click on an 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.

14
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Export a workflow to a PDF file

Auditors can easily export any workflow to a PDF
file. Bl D -

To export a workflow to a PDF file, Auditors can TR

|4
h

access the export functionality within any = asronanton e — T

should approve if Account matches "Expenses”

ApprovalMax workflow.

Data sources Approval step 3: Approval step

Submitting via Oracle NetSuite

Bills will be automatically submitted via Oracle NetSuite.
Bills are created in the name of the following ApprovalMax user which is notified about approal, rejection, comments.

Approval condition: All assigned approvers have to approve

= U Kizil
yana Kizilova .
P should approwe everything
Ulyana Kizilova uyana kizilova@approvalmax.com
ulyana kizilova@approvalmax.com
Creation in ApprovalM ax

REQUESTER RULE
Mike Newman N -
mike.74. @ il.com without any restrictions
Ulyana Kizilova A ek
kizilow@ fccom without any restrictions
Auto-approval step
Description: In this step, Requests matching the defined nies will be automatically approved.
RULE DESCRIPTION RULE
small amounts approves if Total amount is under 200.00 GBP
trusted vendors approves if Vendor matches Veendor No 1, Viendor No 2

Approval step 1: Department approval

Approval condition: All assigned approvers have to approve

15
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Report creation ,\

Reports

Line lem reporls

1. ApprovalMax provides comprehensive reporting to help Dot (1402, Reps
evaluate the compliance of approval processes. Auditors
can see how approvals were granted and get a complete Sorcby: Report name -
picture with searchable reports. s e b Lo

Bills approved this month Bills Pending Approval Potential fraud detected

est type is Bill Request type = Bill

2. ApprovalMax supports two types of reports: on header and
item |eve| (XerO and QUiCkBOOkS On“ne). It aISO prOVideS a Purchase Orders approved this month Purchase orders pending approval

v is Purchase Order Request type & Purchase Order

number of out-of-the-box reports.

3. BeS|deS, y0u can create y0ur own CUSt0m|Sed I’epOI’tS, X  ApprovalMax Test Org (AU-09-2020). > Reports ) approved and matched Bills QO @ (i)
either based on the out-of-the-box ones or by using filters.

Report name | approved and matched Bills '®‘ @ (') “ee SAVE

This report shaws reguests that match the following filter: Save as a new report

. . PR e BN ST Aeeov Discard the changes w
4. Such reports can be printed out or exported in a CSV

NAME GROSS AMOUNT CURRENCY AMOUNTS ARE (TAX) CONTACT STATUS APPROVEI ACCOUNT

f Downioad the audit report archive for all requests
O rl I l at Download the attachment archive for all requests
° Bill PO-0001 from Facebook £00.00 ALD Tax Inclusive Faceboox e e = 9

Approved Marco Polo 400 - Advertising

Create an accrual report for Xero...

Bill PO-0001 from Facebook £00.00 AUD Tax Inclusive Faceboox Approved Marco Polo — 7 Sep 2020 14:35 400 - Agvertising

5 ) Au d it re p O I’tS C a n be d OWﬂ | Oa d ed fo r a u d it p u I’pOS eS, a S Bill from ApprovalMax 100.00 AUD Tax Inclusive ApprovalMax Approved Ulyana Kizilova - 9S2p 2020 18:46 420 - Entertainmen

. Bill from ApprovalMax 4250 AUD Tax Exclusive ApprovalMax Approved Ulyana Kizilova — 9 Sep 2020 18:48 400 - Agvertising
can be an attachment archive for all requests, and an
Bill from Facebook 120.00 ALD Tax Inclusive Faceboox Approved Sevara Razhidova — 10 S=p 2020 05:24 453 - Offce Expens

accrual report can be created for Xero. 16



Ive questions, please refe
dge Base or fill In this

questions, please cont



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

