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ApprovalMax for Xero:
What is Xero?

Xero Is easy-to-use online accounting software designed specifically for small businesses.

It's all onling, so you can work when and where you want. Just log in on your PC, Mac or mobile
device. Invite your team and work together on finance matters; collaborate on the basis of always
up-to-date figures. Your bank statements are automatically imported and categorised, letting
you see your cash flow in real time. Xero takes care of all you need to run your business -
Including invoicing, paying bills, sales tax returns, reporting and much more.
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Key workflows in ApprovalMax for Xero

ApprovalMax allows non-Xero users to access only Xero data that they are authorised to use
(suppliers, tracking categories, etc.), without disclosing the entire Xero data set.

ApprovalMax for Xero supports 9 approval workflows:

Bill processing

Purchase Order management
Sales Invoice approval

AP/AR Credit Note approval
Batch Payment approval
Airwallex Batch Payment approval
Manual Journals approval

Contact approval



Key features in ApprovalMax for Xero

Key features:

Workflow version history Watchers

Instant sync for Bills and Sales Invoices Budget checking
Auto-approval Bill-to-PO matching

Bill Duplication Control 2FA enforcement

Goods Received Note Audit trail, reporting and search

Price checker Mobile approvals



& ApprovalMax

ApprovalMax Test Org (AU-09-2020). » Approval workflows ) Bill workflow QO O / z)

ot B® o -

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

Xero: Bill processing = =—

ApprovalMax fully replaces manual paper- or email-based B % e
Bill approvals with automated approval workflows that g m—
establish granular financial controls for all spending ||@ " e i
accounted for in Xero. ol 0 =

| B

1. Bill fetching

There are various options for getting Bills into ApprovalMax: pulled from Xero, via Dext Prepare or by creation directly in ApprovalMax.

2. Bill-to-Purchase Order matching

For all Bills with corresponding Purchase Order(s) it is possible to match Bill and Purchase Order and allocate the respective amount to the Bill. This step is optional.

3. Bill review and coding

Users authorised by the Reviewer role can validate and, if necessary, change a Bill's coding to ensure correct finance coding and spend allocation.

4. Multi-step and multi-role authorisation

The automated approval workflows route Bills through a multi-step and multi-role authorisation process based on one or several criteria pulled from Xero; such as supplier,

amount, GL code or tracking category.

5. Approved Bills

Once fully authorised, Bills are pushed to Xero in the Awaiting Payment status with an automatically created audit report attached that captures the authorisation history. 6



& ApprovalMax

ApprovalMax Test Org (AU-09-2020). > Approval workflows > Purchase Order workflow QO ® ’ {)

Purchase Order workflow @ 'f\) wee

. Knowledge base » How-to videos » Setup and training package ~ X Hide
ero. Furcndse s = =
v—.‘u.! ..-:‘:a:z‘w. are authorised o create Add an . 0} o "-I::-v their linal approval, Purchase Orders

e (Add o Approver ) B ©

O rd er manhaaement o= o= O
g e P

Create, approve and then send Purchase Orders to | Je— " Yo

suppliers using our mobile app or the web interface. e

Defining who's allowed to order specific goods or which e A

suppliers everyone in the organisation can order from is

quick and easy.

1. Purchase Order fetching

Purchase Orders can either be created in ApprovalMax using parameters such as supplier, account or tracking categories to limit the rights of Purchase Order Requesters, or

get pulled from Xero.

2. Multi-step and multi-level authorisation
The approval routing for Purchase Order requests is based on the authorisation rules specified by the Administrator. Approvers receive approval requests with all the

information required to make a decision. In case of rejection, a free-form comment can be added for the Purchase Order Requester

3. Approved Purchase Orders

When all approvals are in place, the Purchase Order status changes to Authorised and the documents move to the Approved list in Xero with an

automatically created audit report that captures the authorisation history attached.



& ApprovalMax

Xero: Sales Invoice
approval

Regardless of how Sales Invoices get created, either
manually in Xero or pushed to Xero by a time management
or project automation tool (like WorkflowMax),
ApprovalMax pulls automatically all Sales Invoices with the
status Awaiting Approval and routes them as predefined in
the approval workflow.

1. Fetching Sales Invoices from Xero

ApprovalMax Test Org (AU-09-2020). » Approval workflows » Sales Invoice workflow

Sales Invoice workflow 83 ':'k) wee

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

_frwnXero & +
Sales Invaices in the "Awailing Appr Add an A

g Approval

cor ents. Learn mor

". Danil Ricardos
' Beverly Wheeler W <houkt approve iT Locatios DEFAULT APPROVER
o 2t ches " c ou

Sales Invoices are created and submitted for approval in Xero using WorkflowMax or any other workforce management tool. ApprovalMax then pulls all Sales Invoices that have
the Awaiting Approval status, including all relevant details, and starts the multi-step approval workflow.

2. Multi-step and multi-role authorisation

Next, Approvers review the Sales Invoices and either approve or reject them. They can leave a comment (optional), request changes to be made and, in case of rejection, give

a reason for their decision.

3. Approved Sales Invoices

When all approvals are in place, the Sales Invoice status changes to Authorised and the documents move to the Approved list in Xero with an automatically created audit

report that captures the authorisation history attached.



& ApprovalMax

Xero: AP/ AR Credit
Note approval

As with Sales Invoice approval, ApprovalMax pulls
automatically all AP/AR Credit Notes with the status
Awaiting Approval in Xero and routes them as predefined
In the approval workflow.

There are two separate workflows for the approval of

Accounts Payable and Accounts Receivable Credit Notes.

1. Fetching Credit Notes from Xero

ApprovalMax Test Org (AU-09-2020). > Approval workflows » AP Credit Note workflow

AP Credit Note workflow

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

Pulling from Xero (=] +
AP Credil Notes in Lhe "Awaiting Approva

comme
' Beverly Wheeler

) B ©

Add an Approver | @ @

DEFAULT APPROVER

Add an Approver |

AP Credit Notes will be automaltically

R -

X Hide

Credit Notes are created and submitted for approval in Xero. ApprovalMax then pulls all Credit Notes that have the Awaiting Approval status, including all relevant details, and

starts the multi-step approval workflow.

2. Multi-step and multi-role authorisation

Next, Approvers review the Credit Notes and either approve or reject them. They can leave a comment (optional), request changes to be made and, in case of rejection, give a

reason for their decision. In case of rejection, the Credit Note should be amended in Xero and resubmitted for approval there.

3. Approved Credit Notes

When all approvals are in place, the Credit Note status changes to Authorised and the documents move to the Approved list in Xero with an automatically created audit

report that captures the authorisation history attached.



& ApprovalMax

Xero: Batch
Payment approval

Instead of paying Bills one by one, it's possible in
ApprovalMax to prepare a Bulk Payment for Bills
whose due dates are within a close range. Such
payments are for large amounts and, therefore,
might be subject to additional approval.

1. Batch Payment creation
Batch Payments are created and submitted for approval in ApprovalMax.

2. Multi-step and multi-role authorisation

ApprovalMax Test Org (AU-09-2020). » Approval workflows » Xero Batch Payment workflow

Xero Batch Payment workflow [} 83 D e UPDATE THE WORKFLOW
How-to videos ~ Setup and training package » ® Hide
...... Approver Add an Approver o Bulk payment will be pushed 1o Xero upor
fina d be
¥ onditien:  Any of [ ndition: All v Peco

' Beverly Wheeler D a Go l
should approve il %’
matches "ARC Fur

? Evan Parker
S Ove qualt
AUD

ApprovalMax then starts the multi-step approval workflow according to the specified rules. The respective managers get notifications and see all information about the Batch

Payments waiting for their decision.

3. Approved Batch Payments

When all approvals are in place, the Batch Payment status changes to Authorised and the Batch Payment gets created in Xero against the selected bank account; the status

of Bills that have been fully paid changes to Paid.

10



& ApprovalMax BETA

ApprovalMax Test Org (AU-09-2020). > Approval workflows » Airwallex Batch Payment workflow

Airwallex Batch Paymentworkﬂowm = (o} '9 e

X e r o . A I rwq I I ex Knowledge base ~  How-to videos » Setup and training package » X Hide

r— 6 I
Payers will be able 1o thedk Airwallex Bill payrments will be crested in Xero lor each

¢

It's possible in ApprovalMax to prepare a Bulk Payment for
Bills whose due dates are within a close range and pay them
straightforward with Airwallex.

i I

balance and send approved payments (o successiul payment made with Airwallex

executor

Go to Bank Accounts

1. Airwallex Batch Payment creation
Airwallex Batch Payments are created and submitted for approval in ApprovalMax.

2. Multi-step and multi-role authorisation

ApprovalMax then starts the multi-step approval workflow according to the specified rules. The respective managers get notifications and see all information about the
Airwallex Batch Payments waiting for their decision.

3. Sending Payments to Airwallex
When all approvals are in place, the Airwallex Batch Payment status changes to Awaiting Payment and Payers, specified in the workflow, send payments with Airwallex and

confirm them with 2FA. The Airwallex Batch Payment status changes to Processing.
4. Payment Creation in Xero

Once Airwallex has successfully processed the payment, ApprovalMax automatically creates a payment in Xero, which can be reconciled with a bank statement from 11
Airwallex. The status of the Airwallex Batch Payment in ApprovalMax changes to Paid.



& ApprovalMax BETA

> 'z
3

UK Company 030823 » Approval workflows » Xero Manual journal workflow () @ .3
Xero Manual Journal workflow @3 'i\)
. Knowledge base ~ How-to videos ~ Setup and training package ~ X Hide
Add users 5,-t'w:"sve:l to :r?a:e Manua : l Add an Approver [ @ @ After their final approval, Manua J:nu‘na‘s will
”‘telS‘ ana sudbnmut them Tor approval in be automatically created / autho rised in Xero.

ondition: Any of v

. = Approval cond
O u r n a s q p p r ova e kol
S should approve if Team matches
Accounting”, "Empty” .. and
ANTON KOZYREV Account does not match "200 -
without any restrictions Sales” -Costof G Sold
trictions

Joanna Green

A Manual Journal is a manual recording of transactions and
adjustments to your accounting file. e
Manual Journals allow you to transfer funds between

accounts and ensure that your financial records are
balanced according to specific requirements.

A Default Approver is added to a step in case
ther no desienated A

| Manual Journals should be considered as a final option for recording

transactions.

1. Manual Journal creation
Manual Journals are created and submitted for approval in ApprovalMax.

2. Multi-step and multi-role authorisation

ApprovalMax then starts the multi-step approval workflow according to the specified rules. The respective managers get notifications and see all information about the
Manual Journals waiting for their decision.

3. Approved Manual Journals

When all approvals are in place, the Manual Journals status changes to Authorised and the Manual Journal gets created in Xero as draft or as posted depending on the posting
preferences set in ApprovalMax 12



& ApprovalMax

ApprovalMax Test Org (AU-09-2020). » Approval workflows » Contact workflow CREATE NEW (:) @ (f)
Contact workflow §3 D e UPDATE THE WORKFLOW
T  + S () CEITEEE
. Add uters who should be able 1o creats [ Add an Ap;:r:v'.'er ] @ @ [ Add an Apprcvar I @ @ Contacts will be automatically authorised in
requests and submit them lor approval. Kero altes Ltheir final approval.
e
Without any 1estrictions 3 Danil Ricardos Evan Parker
. % STOUNS appTove if ;:L‘.;..:“,:L'l '9 SAOUK ,1",1'..":.{‘? f".‘:‘l'_:." :'
‘ malc ‘Beverly Wheeler
nchions
e Nikolas Frost
shoukd apgro Re Ler
matches “joa I

The Contact approval workflow automates the
contact vetting process for any organisation that
has a formal policy for supplier vetting and
qualification, or organisations that perform supplier
qualification on a sporadic basis, e.g. for some of
their bigger projects.

1. Contact creation
New Contacts are created and submitted for approval in ApprovalMax.

2. Multi-step and multi-role authorisation

ApprovalMax then starts the multi-step approval workflow according to the specified rules. The respective managers get notifications and see all information about the
supplier necessary to make their decision.

3. Approved Contacts 13

When all approvals are in place, the Contact status changes to Authorised; the Contact is created in Xero and becomes available in ApprovalMax.



& ApprovalMax

ApprovalMax Test Org (AU-09-2020). > Approval workflows » Bill workflow (:) @ ’i)

- R %@ -

X e r o . W o r kf I o W R R —
Version #1212 by Ulyana Kizilova
® Publin fov Xero D> +> - CHEEED  CH © ° o e

15 Mar 2023 11:47

ey e ks e Version #1211 by Anastasia Sibirtseva =
will APPROVERS REVIEWERS l Add an Approver | B © Add an Approver | B} © 13 Mar 2023 1813 AREHIVE

Version #1210 by Ryan Adeva

. . -~ Approval condition:  Any of v Approval condition:  Any of v
Bills wilk be cr P Add an Approver g @ y g 13 Mar 2023 16:00 ARCHIVE
followe ovalMax user gel | Amelie T llya Matusevich » 3dding myself
notified abaut approvals, regections Approval condition:  Any of v shauld approve everything ! should apprave if Accoun
comments, Learn more matches *310 - Cost of Gaads Version #1209 by llya Matusevich ARCHIVE
Alex Keselman $ llya Matusevich Sold” 10 Mar 2023 1511 N

should approve everything
l’B Amelie T

DUk in the "Awaiting A

} approve everytiung
ARCHIVE

Version #1208 by Ulyana Kizilova

Aline Zelenskaya DEFAULT APPROVER

¢ approve everyliung

¢
' A . Version #1207 by Ulyana Kizil
3 chould approve everything
Add users who are authorised 1o creats Ddk o Manuel Bdgd)’duﬂ ADersul :"PP'.”' 3 eldler 104 o cae verSion #1206 by "'aHUE| Bagayaua
< Y b nit 1her I;L, ¥ ,", _;'.‘..I g i houk! approve everything there is no designated Appraver specified 10 Mar 20231029 ARCHIVE
uby . T I app 3 ‘ﬁ € everything i 4 chang
4 Ryan Adeva
should approve everyting Version #1205 by Zhanara S. GRVE
Add a Reque 0 Mar 2023 04:02
ﬁ Ulyana Kizilova
rovalMax supports a reature Tor workriow @ o v et s Verson #1204 by Manue Sagayaus
- Anastasia Sibirtseva % Owver of equal L 5,000.00 AUL 9 Mar 2023 04:54 ARCHIVE
m can Submit with any existing

-3 change

o o
Lantact
Ve rS I O n I n g. ' Beverly Wheeler Version #1203 by Sevara Rashidova ETAVE

b EMar 2023 14:00
can submat with any existing

acl a ocaton tha = X
L < Version #1202 by llya Matusevich 3
matches "Dubwi®, "Londan y lly ARCHIVE

& 7 Mar 2023 1931

Every workflow version has the following data:
e Version #

e Creation date and time

e Author

e Authors comment

By clicking on the workflows top bar button (with a clock icon), the list of workflow
archive versions is shown.

14



& ApprovalMax

CREATE NEW

Request synchronisation SYNCALL

Xero: Instant updates
for Bills and Sales . e | W

Over 500 000 R N P
v oLl oyl cHilo -

-t i .
I nvo I ces [ Add an Approver l g v AP Credit Notes 20 minutes ago

AD Cradie Moo 30 - .
AR Credit Notes 20 minutes 320

Holly Mason Sales Invoices 20 minutes ago
should apprave f T

IS Quer o egual o f

x
¢
= N

- - Tp—— a ol o - N - -
Purchase Orders 20 minuzes ago

<

Usually, if you have an active Bill and/or Sales Invoice _
workflow with enabled pulling, new or updated Bills et T
and Sales Invoices are pulled according to the

scheduled time frame (0.5-1 hour).

Now ApprovalMax receives messages about the
updates of one of the Bills and Sales Invoices in the
connected Xero Organisation. Once such a
notification is received, ApprovalMax will reschedule
the next planned sync date to ASAP, which reduces
the waiting time to several minutes.
15



& ApprovalMax

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

CREATE NEW (i)
SENONNS ¢

Setup and training package ~ X Hide

Purchase Order workflow

[ &= D

Knowledge base ~  How-to videos »

Create a PO in ApprovalMax (=

Xero:

W Under 50 000 50 000 - 500 000 » (+) ) T

Auto-approval Step x

l Auto-approval settings ]

RS P PR e RPN AT LR
Add ey Add an Approver ﬁ (©) Add an Approver @ (O) Add an Approver @ (©) Alter their final approval, Purchase
Pure em | will be automatically created / authorised in

AT ovalMax Please note: the auto-approval 2
APProve ApprovalMax, Xe10.
5 step is the first step that's Approval condiion:  All v \pproval condition.  Any of v Approval condition:  All v
triggered. So, if & request
l Add a Requester ﬁ matches one of the rules all Alex Keselman Holly Mason Holly Mason
_ specified in this step, it will be p  should apprave f Total amount B should approve if Total amount B shoukd approve if Tok 10
fef@efef.com approved automatically - and IS under 20,000.00 AUD 2 .aveY i 00 andc 'zl U[‘l" or equal Lo 500 d
= . ndes AUD
can Submat with any existing bypass all further approval l Amelie T .
al A=A should approve f Total amount o lon Caraman e Shant Tonoyan
) . % under 50,000.00 AUD should approve should approve il To
“ Trusted Suppliers is under 50,0 Jo ve il T
Purchase Order will be approved ‘ Amelie Thomas s ‘ 7 f or equalto 5
D ¥ ioueres, stacally il L should appr al amount
o matches Amazon, is under 50, 0
000: Fujifilen X ApprovalMax, Asus DEFAULT APPROVER DEFAULT APPROVER
T4 |hon Brunner
INVITE should appraov al amount
is under 50,000.00 AUD Add an Approver Add an Approver
@ Zhanara s,
Can submat with any existing or "2 Jonnna Gresn A Delault Approver i added Lo & step in Lase A step in case
new Comact % should apprave if Total amount

Add an auto-approval step to your workflow and
specify which kinds of documents are to be approved
without any manual intervention.

This way you can save the Approvers time and help
them focus on what's really important.

Pulling from Xero

All "Purchase Order” reguests sulvnitted

directly

of this Aggro

e'

N Xero will be areated n the name

valMax user. Learn more

Oliver Grayson

is under 50,000.00 AUD

DEFAULT APPROVER

Add an Approver

A Default Approver = added o a
there is no designated Appraver $

for

there & no desagnated Approver specified

e over specified

16




& ApprovalMax

Xero: Bill
duplication control

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

Bills statuses taken into account:

e Awaiting Approval
e Approved
e Paid

The matching parameters are:

o Supplier

e Date

o Amount (Total net exact match, Currency exact
match)

‘I Bill from ABC Furniture 1,099.00 AUD I\

. Plzase double-chec it's not a duplicate:

Frs AR B irmits 1re
rom Ao rurniture

Bill actions: EDIT | COPY | CANCEL

13 Oct 2022

iPhone 12

BILL TO PO MATCHING

‘ There iz atleastones other request
| ’I

that looks similarto

13 Ocz 2022

This Bill is not currently matched with any Purchase Order

the one you're currently reviewing

NAREL Y,
1,05939.00

720 - Compuzer Equipment

Subtotal.  1,099.00 AUD
Ta 0.00 AUD

TOTAL:  1,095.00 AUD

MATCH WITH PO

17




& ApprovalMax

X Goods received notes UPDATE

Xero: Goods
Received Note

Organisations that deal with the delivery of physical
goods need to track the delivery of ordered goods.
This allows to identify delayed delivery, chase
suppliers, avoid paying for non-delivered goods.

ApprovalMax supports the proper way of tracking the
goods delivery - Goods Received Notes (GRN) which is
an industry established term and approach.

18



& ApprovalMax

X Goods received notes UPDATE

Xero: Goods
Received Note

Fully received

Attachments

& Add an attachment

How it works:

e In each approved PO users can see the delivery status
(GRN)

e The Purchase Order Requester, the Approvers and the
Organisation's Administrator can change the delivery status,
add comments, attach files (actual GRNs)

e Users can filter POs by delivery status in the navigation

Key Benefits:

e Save time: Better control over the goods delivery without
the need for manual checks

e Save money: Prevent making payments for non-delivered
goods

e Prevent fraud: Avoid cases where fake goods are ordered,
but nothing is delivered

o Pass audits with ease: Have an answer to the delivery
status tracking question

o Improve supplier relations: Always know what has actually 19
arrived



& ApprovalMax

Xero: Price checker

What is Price checker:

Price Checker detects potential price deviations for
each item and then informs users about it. The
deviation calculation is triggered every time Xero
Purchase Orders/Bills are being previewed, created or
edited.

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

e If the percentage deviation value is between O and
5, the warning level is Yellow.

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

e If the percentage deviation value is above 295, the
warning level is Red.

Create a Purchase Order in "ApprovalMax Test Org (09-2020)"

ORDER DETAILS

T M SUBMIT FOR APPROVAL
D Deli Ref I
ABC Furniture 25 Aug 2023 26 Aug 2023 t Standard
REQUESTER INSTRUCTIONS
NOTE TO APPROVERS
B I i &
a comt
LINE ITEMS AUD Australian Dollar v . Tax Exclusive ~
UNIT PRICE DISC®
Phone I.C:'?OL‘I t ‘ m 2,000.00
. Add Please note: the line item price in
e cu t Purchase or differ
omt em's cost pr Xera
vent
). 2,000.00 AUD
e 1,099.00 Towal Tax (10 200.00 AUD
o ToTAL  2,200.00 AUD
01.0
FILES

20



& ApprovalMax —

Xero: Watchers oo

ments and receive notifications

com
Q Joanna Green

The "Watchers" functionality in ApprovalMax allows
users to closely monitor and stay informed about
specific approval requests within the system.

When a user is assigned as a "Watcher" for a particular
request, they will recelve notifications and updates
regarding the progress and status of the approvals,
even If they are not directly involved in the approval
process.

The Watchers functionality aims to provide visibility
and engagement for users who need to stay
up-to-date on specific approval processes without the
need for direct involvement.

21



& ApprovalMax

o ,_ Bill Budget check for “CSM budget” budget
‘ : e = Aot Please see below line items of this Bill that afect the “"CSM budget” budgst, “310 - Cost of Goods Sold” account for “1 Jan 2022 - 31

Dec 2022" period.

Item Description Qty Unitprice Account Tax Super Location Departments Amount AUD

432 10- f Expe:
7 Miabcok 100200000 S oeiGoods.  STonbpenses csM 2.000.00

A 3,626.7 AUD - Macbook Sold (105
e c I n g Total budget impact:  1,818.18 AUD

Full period Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

1Jan 2022 - 31 Dec 2022 Bills Purchase Orders
Budget Remsining

60,000.00 58,181.82
AUD AUD

Approved On approval Approved * On approval
1,818.18 AUD 0.00 AUD 0.00 AUD 0.00 AUD

All amounts do not include amounts of the current Bill

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

* This amount includes not yet fully Billed Purchase Orders

Budgets are prepared either in Xero or some other 3rd-party
system, and then uploaded/synced to ApprovalMax where Bills
and Purchase Orders get checked against the respective
budgets.

Validate spending against the budgets
Approvers can collate the amounts of pending Purchase Orders and Bills with existing budgets before making their decision. Once an approval has been completed, the
remaining budget will be recalculated accordingly.

View the budgets right next to the documents you are approving

Budgets are synchronised in real time and Approvers can see which documents have already impacted a specific budget. ApprovalMax uses account codes and document
dates to pull the relevant budgets for each of the line items in the document under approval.

Choose any period for budget checking 22

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



& ApprovalMax

Xero: Bill-to-PO
matching

In ApprovalMax, you can match Bills to the already
approved Purchase Orders with the same supplier
and currency to ensure correct coding and
facilitate additional spend control.

With the approval workflow settings you can
prevent the approval of unmatched Bllls.

Bill to Purchase Order matching SAVE
ApprovalMax asllows to manuslly match incoming Bills with the initial Purchase Orders. Learn more

See video on How to match Bills with Purchase Orders

Total (Gross): 2,000.00 AUD Remaining amount: 1,420.00 AUD

M Aliocations to Billed POs:  0.00 AUD I Aliocations to not Billed POs: 580.00 AUD

M Aliocations to Bills on Approval B Aliocations to Approved Bills

FILTER

Purchase Order PO-0177 to Bing. 550.00 AUD (Gross)
Date: 17 Mar 2021 Requester:  Amelie Thomas

] 350.00 AUD remaining
Allocated amount: | 200 | AUD {remaining amount 1,420.00 AUD in this Bill) INSERT 550.00 AUD

Purchase Order PO-0149 to Bing.

Date: 18 Feb 2021 Requester:  Sevarz Rashidova

Purchase Order PO-0104 to Bing

Datec 18 Dec 2020 Requester:  Sevara Rashidova

Allocated amount: | 380 | AUD {remaining amount 1,420.00 AUD in this Bill)

Purchase Order PO-0100 to Bing

1,208.90 AUD (Gross)

1,440.90 AUD (Gross)

1.060.90 AUD remaining

INSERT 1,440.90 AUD

1.440.90 AUD (Gross)

23



& ApprovalMax

% Bill to Purchase Order matching SAVE
Appf?valMax allows to manua'lly rr?atch incoming Bills with the initial Purchase Orders. Learn more
. See video on How to match Bills with Purchase Orders
' _ _ Total (Gross): 2,000.00 AUD Remaining amount: 1,420.00 AUD
‘ M Aliocations to Billed POs:  0.00 AUD Allocations to not Billed POs: 580.00 AUD
M Allocations to Bills on Approval B Allocations to Approved Bills
®
I I l Purchase Order PO-0177 to Bing. 550.00 AUD (Gross)
Date: 17 Mar 2021 Requester:  Amelie Thomas
o ] 350.00 AUD remaining
Allocated amount: | 200 ‘ AUD (remaining amount 1,420.00 AUD in this Bill) INSERT 550.00 AUD
Matching Bi"S to Purchase Orders [ Purchase Order PO-0149 to Bing, 1,208.90 AUD (Gross)
. . . . . . Date: 18 Feb 2021 Requester:  Sevara Rashidova
Manual matching links Bills which are not yet approved with their related Purchase
Order(s). For this, ApprovalMax shows a list of all Purchase Orders filtered by St e i 4050 A0 (v
parameters that must be the same in both the Purchase Orders and Bills at hand. Dte  18DEc2020  Requesier  Sevara Rashidova
o] 1.060.90 AUD remaining
Allocated amount: | 380 AUD (remaining amount 1,420.00 AUD in this Bill) INSERT 1,440.90 AUD
MatChing scenarios and amount a"ocation D Purchase Order PO-0100 to Bing 1,440.90 AUD (Gross)

ApprovalMax supports “many-to-many” matching, which means any number of Bills
can be matched to any number of Purchase Orders. If you assign an amount to a
particular Purchase Order, you'll then see the amount allocated to Bills on approval and
the amount allocated to approved Bills as well as the remaining (not allocated)
Purchase Order balance.

View of the remaining balance for Bills and Purchase Orders

It is possible to view the remaining balance of Bills and Purchase Orders, which is the difference between the document amount and the allocated amounts of all matchings to the
document. Remaining balances are automatically recalculated when a new matching is created, a matching is removed, or the matching amount gets changed.

Marking Purchase Orders automatically as Billed
The matching settings can be adjusted to have Purchase Orders marked as Billed as soon as the last Bill matched to it got approved.

Auto-removing a matching

Matchings will be removed automatically if the respective Bill gets deleted or rejected, its Purchase Order is cancelled or deleted, or the Supplier and currency are not the same
anymore. Matchings can also be removed manually. 24
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Xero: 2FA
enforcement

Using 2FA protects from unauthorised access to a person's account
and increases data security.

Due to Xero requirements, ApprovalMax enforces 2FA for all users
that access Xero-connected Organisations.

On the Users page, ApprovalMax displays whether or not a user has
enabled 2FA. This allows the Administrator/Account Owner to enforce
the users to set it up if it Is mandatory as per their company rules.

Administrators can choose between the two enforcement types on

the Organisation page:

o Soft enforcement: every time a user reloads a webpage, they will
be prompted to set up 2FA. An email notification with a reminder
will be sent additionally on a weekly basis

e Hard enforcement: every user action will redirect the user to the
2FA enforcement webpage. An email notification with a reminder
will be sent on a daily basis

Users » ApprovalMax Test Org (09-2020).

Knowledge base How-to videos Setup and training package

NAME EMAIL

Aline Zelenskays

db Amelie Thomas
g)

Dmitri Slavinski

UK Company 1804 » Organisation

Organisation name
UK Company 1804

Time zone

ACCOUNTING SOFTWARE
Xero connection
Xero
Connected to: UK Company 1804

ADDITIONAL SERVICES

£ Airwallex

Connected to DEMO Approval Max

Your Airwallex account is connected - you can create, approve and pay Airwall
Learn more

slina.zelenskaya@spprovalmax.com

ameliethomaz@zpprovalmax.com

dmitri.slavinski@approvalmax.com

CREATE NEW

x Hide

ROLE STATUS 2FA DELEGATE START DATE END DATE

Account Owner Active ® Enzbled
Administrator Active ® Enabled
Administrator Active ® Ensbled

@ &b

Two-factor authentication Enforcement

|Nond

None
Soft Enforcemen t

Hard Enforcement

» CONNECTED

CONNECT

Connect your Dext Prepare account to enable the receiving, review and approval of captured Bills in ApprovalMax
before they are published to Xero.

Dext | Prepare

ex Batch Payments in ApprovalMax. Learn more
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Xero: Audit trail,
Reporting, Search

The fully automated audit trails in ApprovalMax deliver an
overview of the organisation’s authorisation processes at a
glance and also find key finance documents, which
simplifies audits considerably. Further capabillities include
fraud detection and prevention.

Automated audit trails and audit reports

Audit trails are generated automatically for the documents processed in
ApprovalMax and also stored in the product. They contain all authorisation
decisions and exceptions that have occurred, including comments,
delegations, rejections and other details.

On completion of the approval workflow, an audit report is created for each
approved document and automatically attached to it in Xero (except audit
reports for Batch Payments), where the audit reports can be viewed without
having to log into ApprovalMax.

Pre-built and custom reports
ApprovalMax provides a number of pre-built reports as well as the option to

quickly create new reports using various filters. All reports can be printed out

or exported in CSV format. The audit report archive and the attachment
archive for all requests can be downloaded from the reports.

@ Pushed the decision to Xero

Delete the report

>0 REMAINING BALA
Download the audit report archive for all requests

Download the attachment archive for all requests “1.00
I.

Lf

M

ate an accrual report for Xero...

Audit report for "Bill from Bing." ’
1 [ — 80% + B © 3 & Bill from Bing.
(‘,3 Submitted Oy Joanna areen
@ APPROVALMAX TEST ORG (AU-09-2020)
Bill from Bing. 2,000.00 @ Open in Xero v
AUD
Source Submitted by Joanna Green
Organisatior ApprovalMax Test Org (AU-09-2020) [:]
Generated on 21 May 2022 06:25
Requester Joanna Gree! yana. com)
BILL TO PO MATCHING
APPROVAL LOG This Bill is not currently matched with any Purchase Order.
REASON FOR BEING AN
NAME AND EMAI PPROVER STEP DECISION DATE | TIME
Department approval
Joanna Green Approver & per the approval 21 May 2022
yans.Kizikna@sproeimex.com worklow Eoamamainn M o APPROVAL WORKFLOW
rom Date Due Date Reference
Bing. 20 May 2022 20 May 2022
LINE ITEMS (1)
ttem Description Gty :’; :"’ Account Tax mm Departments wun
a3 310- Cost of GST on Expenses.
Moctook | Mecbook 1.0 200000 N (10%) Moscow  CSM 2,000.00 Rt
Amounts are Tax Inclushe
Subtotal: 2,000.00 AUD
Includes Tax (10%): 181.82 ALD
TOTAL: 2.000.00 AUD oanna Green
(,,'3 Updated the request

The request is now in the "Department approval” step.

(,,’3 Approved the request in the "Department approval” step
All approvals for the request have now been collected and the request is closed.

l.': Full screen Side-by-side

2,000.00 AUD

Open Audit Report APPROVED

ototal:  2,000.00 AUD
Includes Tax (10%): 181.82 AUD

TOTAL:  2,000.00 AUD

MATCH WITH PO
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Audit report for "Bill from Bing." ’ II: ull s Side-by-side

Bill from Bing.

Xero: Audit trail,

AUD
Source Submitted by Joanna Green
b  Orarisation _ApprovalMax Test Org (AU-09-2020)
Generated on 21 May 2022 06:25
Joanna Green (ulyana com)
. APPROVAL LOG
REASON FOR BEING AN
NAME AND EMAI PPROVER STEP DECISION DATE | TIME
Department spproal
Joanna Green Approver as per the approval 21 May 2022
, lyana. kizilova@spproaimax.com  workfiow (ot ‘ex‘)“m‘ ower shoukd pproved o525
rom Date Due Date Reference
Bing. 20 May 202 20 May 2022
LINE ITEMS (1)
Item Description Qty :’; :‘c Account Tax mm Departments AUD
432 310 - Cost of GSTon Expenses.
Machook Machook 1.00 2,000.00 G Sad (10%) Moscow csMm 2,000.00

Fraud detection

ApprovalMax enables the detection of potentially fraudulent scenarios, for
example, if a document gets approved directly in Xero having bypassed
the predefined approval process, or if changes are made to an already
approved document. In such cases, notifications are automatically sent to
the responsible Administrators.

Marking Purchase Orders automatically as Billed

ApprovalMax provides a number of pre-built reports as well as the option ® & C) e m
to quickly create new reports using various filters. All reports can be
printed out or exported in CSV format.

S T
repo

- S
-
SCErg tne CNanges W

Delete the report

Y 0O REMAINING BALA

Download the audit report archive for all requests

Quick search _

. . . . Download the attachment archive for all requests
The sgarch feature finds any finance document by using multiple search et B A T PR R ERG.
criteria: document type (Purchase Order, Bill, Sales Invoice, etc.),
document status (e.g. open, rejected, approved, cancelled) and other
document-specific parameters like supplier, Purchase Order number,
Purchase Order Requester, account/category and item.

"11.00

% Submitted by Joanna Green
c‘} APPROVALMAX TEST ORG {AU-09-2020)

Open in Xero v

BILL TO PO MATCHING

171 - 8% + | B O I & Bill from Bing. 2,000.00 AUD

Open Audit Report APPROVED

subtotal:  2,000.00 AUD
Includes Tax (10%): 181.82 AUD

TOTAL:  2,000.00 AUD

MATCH WITH PO

This Bill is not currently matched with any Purchase Order.

APPROVAL WORKFLOW

AUDIT TRAIL

(,,'3 Updated the request

SHOW 3 EVENTS

The request is now in the "Department approval” step.

(,73 Approved the request in the "Department approval” step
All approvals for the request have now been collected and the request is closed.

@ Pushed the decision to Xero

27



& ApprovalMax

Xero: Mobile approvals

The fully automated audit trails in ApprovalMax deliver an overview of the organisation’s
authorisation processes at a glance and also find key finance documents, which simplifies
audits considerably. Further capabilities include fraud detection and prevention.

On-the-go approvals
Significantly shorter approval turn-around times because Approvers can do their
job anytime anywhere.

Purchase Order, Bill, Batch Payment raising and Contact creation

Faster and easier document processing. Apart from creating new
documents/Contacts, Requesters can also make changes to those they have
already started and resubmit them for approval.

Push notifications

Efficient collaboration with push notifications, reminders and the option
to comment on documents. No need to keep the mobile app open all the
time: when there is a new finance document submitted for approval, the
respective Approvers are notified instantly via push notifications and can
make their approval decision right away.




Integrations with payment system:
What is Airwallex?

Airwallex is a global financial technology company offering multi-currency payments, financial services
and software as a service.

It utilises a broad payment network, and works with best in market liquidity providers to deliver a more
seamless, affordable option for business.

Airwallex:

Simplifies the process by providing a single platform for all cross-border payments.

Integrates with local payment methods: you have a host of local options to choose from when making
a payment.

Provides a competitive exchange rate for all transactions.

Lo Airwallex
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Airwallex integration for Xero connected
organisations: How does it work?

1. Enable a connection between ApprovalMax and Xero

Connect your ApprovalMax Organisation to Xero accounting system.

2. Set up a Bill approval workflow

Set up and activate a multi-step Bill workflow in ApprovalMax. Approved and
Not Paid/Not Fully Paid Bills created in ApprovalMax/ pulled from Xero
/captured via Dext can be added to a Batch.

3. Enable a connection between ApprovalMax and Airwallex

Connect your Airwallex account to your ApprovalMax Organisation.

4. Set up an Airwallex Batch Payment workflow
Set up and activate a multi-step Airwallex Batch Payment workflow in
ApprovalMax.

Created Bills are authorized
in ApprovalMax

Reconciliation

Xero

>

Payment creation

Airwallex Batch Payment
creation and approval

Process Payment
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Airwallex integration for Xero connected
organisations: How does it work?

5. Set up an Airwallex Batch Payment workflow

Set up and activate a multi-step Airwallex Batch Payment workflow in ApprovalMax.

6. Multi-step and multi-role authorisation

As soon as Airwallex Batch Payment is created in ApprovalMax, they're routed automatically through a multi-step and multi-role approval workflow.
The respective managers get notifications and see all information about the Bill necessary to make their decision.

1. Send Payment via Airwallex

When all approvals are in place, the respective Payers set in the Airwallex Batch Payment workflow send a Batch for payment to Airwallex and confirm them
with 2FA. The request status changes to Processing.
8. Paid Airwallex Batch Payment

Once Airwallex has processed the payment, the status of the Airwallex Batch Payment in ApprovalMax changes to Paid. ApprovalMax automatically creates a
payment in Xero, which can be reconciled with a bank statement from Airwallex.



ApprovalMax for QuickBooks Online:
What is QuickBooks Online?

QuickBooks Online is online accounting software that’'s designed specifically for small businesses. It
helps manage income and expenses, and to keep track of the financial health of such organisations.

You can use it for invoicing customers, paying bills, generating reports and preparing tax returns.

INTUIT

b quickbooks.
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Key workflows and features
iIn ApprovalMax for QuickBooks Online

ApprovalMax allows non-QuickBooks Online users to access only data which they are authorised to
use, without disclosing the entire QuickBooks Online data set.

ApprovalMax for QuickBooks Online Key features:
supports 4 approval workflows:

Bill processing Workflow version history

Auto-approval
Purchase Order management PP

Bill Duplication Control
Expense approval Goods Received Note
Journal Entry approval Price checker
Vendor approval Watchers
Pulling Bills, POs and Expenses from QuickBooks Online
Bill-to-PO matching
2FA enforcement
Audit trail, reporting and search 33

Mobile approval
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X Kafkaesque Accounting » Approval workflows ) Bill workflow

Bill workflow B D e
. . . Knowledge base » How-to videos » Setup and training package ~ X Hide
u I C O o S n I n e ® D > [ rwcappoaiser x| (G — ‘ ®
el < | Auto-approval settings [@I @ @ P ml @ @ :- S will be sutomaticaly cresied
uh : Please note: the auto-approval ‘ KEOOLs Dpyae uptn o2l
i r “n ' Apgroval condition:  All v
O O ooar. 5 M & e |
matches one of the rules = alex@gmail.com j
: specified in this step, it will be should appr .,
¥ bypass all further approval INV
INVITE Sk = L,hl 15".|»¢,
@ Alex Keselman :_‘mUlSKD'_Hv‘ [ ‘ '."H‘. R
' r ' Py e dutaemati aliy if o INVITE
b Amelie Thomas "[ ‘“H.— el il e e Franz Kafka .
can submit with any existin Utility Bills should approve if Department
slndssies e R DEFAULT APPROVER
9 D‘r‘ni.uilSI:wi?.;l‘(‘i e r,_._,[.;-:;‘,;_,‘--‘. < under 300,00 DEFAULT APPROVER | nd R
b Cansubmit with any existing USD and Category matches AQJd an Approver I
d 0 i @ hlex Keseln
A Pprova IMax ful |y rep laces manual paper- or email |I-based @ = . R e R
Vendor ’ g A Delault Approver = added (o a step in case there & no desgnated Approver specified I
° ° decitn o ¢ £ ing
Bill approvals with automated approval workflows that _
[ ) [ ) L] [ )
establish granular financial controls for all spending
Cre of ¢ \ppre
L] L] L] Use
accounted for in QuickBooks Online.
@ Alex Kesel

1. Bill fetching

Fetching Bills for approval can happen in different ways. One option is to create Bills directly in ApprovalMax. Another one is using Dext Prepare to digitally capture invoices

and then push their electronic version straightaway to ApprovalMax for approval.

2. Bill-to-Purchase Order matching

For all Bills with a corresponding Purchase Order it is possible to match Bill line items with available Purchase Order items. This step is optional.

3. Multi-step and multi-role authorisation

The automated approval workflows route Bills through a multi-step and multi-role authorisation process based on one or several criteria pulled from QuickBooks Online;

such as vendor, amount, category or class/location.

4. Approved Bills

Once fully authorised, Bills are pushed to QuickBooks Online with an automatically created audit report that captures the authorisation history attached.
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AMAX QBO Accountant Organisation ) Approval workflows ) Purchase Order workflow

Purchase Order workflow D 233 D e UPDATE THE WORKFLOW
. . . Knowledge base How-to videos Setup and training package X Hide
Add users authorsed gale Purchase |f| @ ® |H|—'| EH ® Purchase Orders will be sutomatically create
O s a subr #m lor approval R S nyg D ‘ nl & upan i '!,4‘|\|- val
ton: Al v All v
| Add a Requester I @ | Amelie T @ Emma Stone
!B hould approve if Requester doe . hould approve syerything
not ma Crice Garda

Amelie Thomas
d) can submit with any existing AV Atikin Veegres

Vend Of - should approve i Requesier doe

not ma Crica Garda
Ay Mikin Veeg
S can subt My Existing [ Erica G

a Erica Garcl T }

cas sub

Vend o DEFAULT APPROVER
‘ Phillipi Cos —

ulbr nAp
I

Create, approve and then send Purchase Orders to vendors
using our mobile app or the web interface. Defining who's
allowed to order specific goods or which vendors everyone in
the organisation can order from is quick and easy.

1. Purchase Order fetching
Purchase Orders can be created in ApprovalMax using parameters such as vendor, category or class/location to limit the rights of Purchase Order Requesters.

2. Multi-step and multi-level authorisation

The approval routing for Purchase Order requests is based on the authorisation rules specified by the Administrator. Approvers receive approval requests with all the
information required to make a decision. In case of rejection, a free-form comment can be added for the Purchase Order Requester.

3. Approved Purchase Orders
When all approvals are in place, the Purchase Order status changes to Authorised and the documents move to QuickBooks Online with an automatically created audit
report that captures the authorisation history attached.
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Sandbox Company CA_ 3 ) Approval workflows ) Journal Entry workflow
u I C k B O o kS O n I I n e : R B
O Journa Entry Creaton D> + +
Add users a_t':'?e:t: create journal Entries Add an Approver @ @ ournal Entries will be automatically created in
and submit them for approval in ApprovalMax T ° & 3
_ Approval condition: Any of v
Add a Requester @
ANTON KOZYREV
@ =0l &
without any restrnctons ’ Gl it
'g ANTON KOZYREV B chould acorove if Total amount is

Gavriil Kukushkin &= i :;.: |
approval =

A Journal Entry is a manual recording of transactions and adjustments to your accounting file.
Journal Entries allow you to transfer funds between accounts and ensure that your financial records are balanced according to

specific requirements.
| They should be considered as a final option for recording transactions.

1. Journal Entry creation
Journals Entries are created and submitted for approval in ApprovalMax.

2. Multi-step and multi-role authorisation

ApprovalMax then starts the multi-step approval workflow according to the specified rules. The respective managers get notifications and see all information about the Journal
Entries waiting for their decision.

3. Approved Manual Journals 36
When all approvals are in place, the Journal Entry status changes to Authorised and the Journal Entry gets created in QuickBooks Online.
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Kafkaesque Accounting ) Approval workflows ) Expense workflow

cerse vorto & D -
. . . Knowledge base ~ How-to videos » Setup and training package » X Hide
| Add an Approver | @ @ | Add an App | ﬁ O)
Approw All Approval condit
E 2gmail.com @ Alex K
Xp e nS e appl ovq eMuLuP
DEFAULT APPROVER

Expenses are a document type in QuickBooks Online which
represent purchases that have been paid via a selected e
payment type (cash, cheque, credit card) and are then i
allocated againSt the respective payment account (Category St

I'-1

3 1 3 e
= 2
e "

of specific types). ApprovalMax allows creating and
approving Expense requests, and setting up multi-step
approval workflows for them.

1. Expense creation

Expense requests are created and submitted for approval in ApprovalMax or using Dext Prepare to digitally capture expenses and then push their electronic version
straightaway to ApprovalMax for approval.

2. Multi-step and multi-role authorisation

ApprovalMax then starts the multi-step approval workflow according to the specified rules. The respective managers get notifications and see all information about the
Expenses waiting for their decision.

3. Approved Expenses

When all approvals are in place, the Expense status changes to Authorised and the Expense gets created in QuickBooks Online with an automatically created audit 37
report that captures the authorisation history attached.
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X Kafkaesque Accounting » Approval workflows )» Vendor workflow

T 26D -

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

QuickBooks Online: Co—

Add an Approv @ @

on: All v Approval condition:  All v

Vendor creation
@ L. e s g
r r I e

The Vendor approval workflow automates the vendor vetting process for any organisation that has a formal policy for vendor
vetting and qualification, or organisations that perform vendor qualification on a sporadic basis, e.g. for some of their bigger
projects.

1. Vendor creation
New Vendors are created and submitted for approval in ApprovalMax.

2. Multi-step and multi-role authorisation

ApprovalMax then starts the multi-step approval workflow according to the specified rules. The respective managers get notifications and see all information about the
Vendor necessary to make their decision.

3. Approved Vendors
When all approvals are in place, the Vendor status changes to Authorised; the Vendor is created in QuickBooks Online and becomes available in ApprovalMax.
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Kafkaesque Accounting » Approval workflows > Bill workflow

Bill workflow

=

CREATE NEW

219

o o iy

wee UPDATE THE WORKFLOW

‘ Knowledge base » How-to videos » Setup and training package ~ X Hide
g @ Version #106 by Dmitri Slavinski A
: CTIVE
; | Auto-approval settings 7 ks e Version #105 by Alex Keselman T
Add asacs Suthadsed toveate Bilt and I = .. e | Add an Approver | Bl © Add an Approver | B} © Add an Appr: 17 Gans 2023 2132 A
submit them for approval in ApprovalMax e ——— e L
Please note: the auto-approval 2
. I step is the first step that's Approval condition:  All v Approval condition: Al v Appraval conditi Vfl’sm»l‘l_fjl(_M b.y Alex Keselman ARCHIVE
[ Add a Requester | B triggered. So, if a request 7 Jan 2023 21:13
matches one of the rules = alex@gmait.com N B Amelie Thomas . @‘; M) Version #103 by Alex Keselman
hisRen S aar specified in this step, it will be should Aam,‘u_,.'.:‘ Department should approve if Total ame by’ should 4 2 1an 2023 2112 ARCHIVE
(v | ca (f, ,.:.m ANy existin approved automatically - and matches "CSM = HUALY ovéx O
S Al bygpass all further approval INVITE 150 Version #102 by Alex Keselman ARCHIVE
INVITE N = chris@gmail.com . Marco P /jan 2024 20:20
<10 USD should approve if Department Zhanara S. TR Version #1071 by Alex Keselman .
@ Alex Keselman o m matches "Im should approve if Total amaunt < Over O & 2023 16.20 ARCHIVE
] TOST RS e il will ke spproved RS . 3 17 jan 2023 16:20
4 submat with any existing s cally i INVITE is over ar equal to 3,00 UsD o )
. venaor PR » - does not match Appr Version #100 by Alex Keselman e
& Amelie Thomas e F"‘"‘ !K""“’ 5 & Faes”, 1atche 17 ban 2023 1618
& Utility Bills should approve if Department
can subma with any existing F A 3 g
S ) 5 Bill will be approved matches "Marketing' DEFAULT API Version #39 by Dmitri Slavinski o
Vendo St Hee 22 5 e 11 jan 2023 19:23
Drmitri Slavinski DI S i ~ DEFAULT APPROVER
g Tatal amount & under 300.00 DEFAULT APPROVER P Version £98 by Alex Keszlman ==
can subma wilh anry existing UsD and :7,1.7_5,\”:,‘.._,,_:',,:‘_ [ Add an Appr: i B ARCHIVE
Vendor Utilities Add an Approver =} s
@}: Alex Keselman 2 v
Franz Kafka . A Del Appu ARCHIVE
° can submit with any existin A Delault Approver is added Lo & step i Lase & ¥
.- 43 S ault Approver & added (0 a step in case there & no desagnated Approver specified far il )
there is no designated Approver specifiec lor it Version #36 b)’ Alex Keselman ARCHIVE
for it 10 jan 2023 2001
Recetve from Dext Prepare ) Version #95 by Zhanara S. T
20 Dec 2022 20:45
om Dext Prepare will be Version #34 by Zhanara 5. R
Approva IMax su pports a feature for workflow A
Version #93 by Zhanara 5. R
Learn more 3 Dec 2022 20:50
[ ] L] =
Ve rs I O I l I I Ig @,’ Alex Keselman Version #92 by Zhanara 5. ARG
° 3 Dec 2022 20:48
Version #91 by Zhanara S. PR
13 Dec 2022 20:48

Every workflow version has the following data:

e \Version #

e Creation date and time

e Author

e Authors comment

By clicking on the workflows top bar button (with
a clock icon), the list of workflow archive versions

IS shown. 39
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uickBooks Online:
Auto-approvals

Add an auto-approval step to your workflow and
specify which kinds of documents are to be
approved without any manual intervention. This
way you can save the Approvers time and help
them focus on what's really important.

Kafkaesque Accounting » Approval workflows » Bill workflow

CREATE NEW QO @ ( z)

ot & D -

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

’ Auto-a val settings PIRN PIRN PRRN . y
create Bilis and [ Auto-approval setting | Add an Approver | % © Add an Approver | @ © Add an Approver @ ®© o
c] Qunx

0 Approval Max

automatically creat

Add users author

submil them for apge Online upon final apg

Please note: the auto-approval
step is the first step that's
Add a Requester @ triggered. So, if a request

matches one of the rules = alex@gmail.com ‘ Amelie Thomas .;} Alex Keselman
0 1100 if Total amount ¢ should approve if Total amount

specified in this step, it will be should approve f Department should approve i

divon:  All v Approval condiion:  All v Appraval condition:  Any of v

hes "CSM IS over of ual to

ma < owver or equal to 50,000.00

approved automatically - and
bypass all further approval INVITE

exising sD
usD

INVITE Spine chris@gmail.com 5 ST . Marce Polo
<10 USD E should approve d Department Zhanara S. =vouls approv
-éz Alex Keselman o 3 matches "IT should approve if T J W S OV e
' Ca ubmat with any existing " INVITE D “qual to 3, S0 ar )
! a y does not match
Franz Kafka & Fees”,
e should apprave if Department Cantracle
" .1.u’|f"- . .'.l reelng

DEFAULT APPROVER
EFAULT APPROVER
Drnitri Slavinski DEFAULT APPROVER

DEFAULT APPROVER . x
can Submit with any existing Add an Approver

‘ Amelie Thomas

g can submat with any existing

, et (yr 5 Idd A ver

Vend o Utilities Add an Approver
@. Alex Keselman

Franz Kafka - A Default Ag A SLEp in case
. A Delaulk Approver is added Lo & slep in Case there is no ¢ 1 specihed
can submat with any existing 2
v or \ Delaul A over & added to a slep in case there & no desggnated Approver specified lae it.
gnated Approver specified for it

Receive from Dext Prepare &

m Dext Pre

A Bills received T

Crea

User.

Learn more

@ Alex Keselman
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QuickBooks Online:
Bill duplication
control

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

Bills statuses taken into account:

e Awaiting Approval
e Approved

The matching parameters are:

e Vendor
e Date
e Amount (Total net exact match, Currency exact match)

e & & & & | ©

Bill
From Amazon
100.00 USD

MARCO POLO ACCOUNTING

Bill
From Amazon
100.00 USD

MARCO POLO ACCOUNTING

Expense
2,099.00 USD

MARCO POLO ACCOUNTING

Bill
From Amazon
100.00 USD

MARCO POLO ACCOUNTING

Purchase Order 1016
To Amazon
100.00 USD

MARCO POLO ACCOUNTING

Bill

From Amazon

100.00 USD

MARCO POLO ACCOUNTING

Marco Polo Accounting » All requests

APPROVED

< 2 o o iy

Bill from Amazon 100.00 USD

Submitted by Ulyana Kizilova 4
‘ MARCO POLO ACCOUNTING

Bill actions: EDIT | COPY | CANCEL

REJECT APPROVE

Mailing address Terms Bill date Due date
Amazon - 5Jan 2023 6 Jan 2023

CATEGORY DETAILS

Category Amo D ced
001 - Inventory Asset 100.00 Q;
Total (USD) 100.00
APPROVAL WORKFLOW
( Approval step ACTIVE
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X  Goods received notes UPDATE

QuickBooks Online:
Goods Received
Note

Organisations that deal with the delivery of physical
goods need to track the delivery of ordered goods.
This allows to identify delayed delivery, chase vendors,
avoid paying for non-delivered goods.

ApprovalMax supports the proper way of tracking the
goods delivery - Goods Received Notes (GRN) which is
an industry established term and approach.
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QuickBooks Online:
Goods Received .
Note —

Status *

X Goods received notes UPDATE

Fully recaived

Notrecsvec
Fartialy racsved

Fully recevec

How it works: p—

e In each approved PO users can see the delivery status (GRN) P——

e The Purchase Order Requester, the Approvers and the
Organisation's Administrator can change the delivery status, add
comments, attach files (actual GRNs)

e Users can filter POs by delivery status in the navigation

Key Benefits:

e Save time: Better control over the goods delivery without the
need for manual checks

e Save money: Prevent making payments for non-delivered goods

e Prevent fraud: Avoid cases where fake goods are ordered, but
nothing is delivered

o Pass audits with ease: Have an answer to the delivery status
tracking question

o Improve supplier relations: Always know what has actually
arrived
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X Create Bill in "Sandbox Company_CA 3"

QuickBooks Online:
Price checker —

Price Checker detects potential price deviations for S p—— - o e |

each item and then informs users about it. The PP

deviation calculation is triggered every time
QuickBooks Online Purchase Orders/Bills are being s 22 e
previewed, created or edited. —

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

e If the percentage deviation value is between O and
5, the warning level is Yellow.

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

e If the percentage deviation value is above 295, the
warning level is Red.
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BETA

Qu ICkBOO ks On I I ne‘ X Change Watchers
' Add or remove users from the watching list. Watchers can view document, leave
W q t C h E r s co ents and receive notifications if something was changed

The "Watchers® functionality in ApprovalMax allows
users to closely monitor and stay informed about
specific approval requests within the system.

When a user is assigned as a "Watcher" for a particular
request, they will recelve notifications and updates
regarding the progress and status of the approvals,
even If they are not directly involved in the approval
process.

The Watchers functionality aims to provide visibility
and engagement for users who need to stay
up-to-date on specific approval processes without the
need for direct involvement.
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QuickBooks Online: Pulling
Bills, POs and Expenses from

PULLING FROM CONNECTED ORGANISATION Learn more

® ®
Q u I C k B o o kS O n I I n e What is to happen if ApprovalMax detects a Bill in QuickBooks Online, which did not pass through the approval

workflow in ApprovalMax?

AN ™ - -~ - - - - - P 2 .
() Do not pull this document to ApprovaiMax

@ Pull this document to ApprovalMax

ApprovalMax allows the proper tracking of documents that ApprovalMaxas
were created in QuickBooks Online, without going through the
appropriate approval workflow in ApprovalMax.

=  .AMAX QBO Accountant Organisation » All requests

This feature is available for Bills, Purchase Orders and Expenses

o o . I " e Purchase Order 1179 to Apple 12,813.00 GBP
and can be configured by clicking on the “gear” icon. ———— e
| Purchase Order to Amazing Cakes Purch : J:,::II; TCOTP;TJOL-J
This is how it works: _ S . r
| Purcj;ag;OrdertoAmazmgCakes H— N N
O n I i n e o @ z::’(ce:ase Slce e Mpimoring [@J CATEGORY DETAILS
During the next synchronisation between QuickBooks Online
and ApprovalMax, performed every 1hour, this document willbe = . cs oo fmcoa
pulled to ApprovalMax and marked as "Approved". sl
There will also be a comment saying that this document has b ome Q

12,813.00

been created directly in QuickBooks Online without going
through the predefined workflow in ApprovalMax.
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CREATE NEW

Bill from Bank of AnyCity 8,000.00 AUD

QuickBooks Online:

“a JC g80X COMP ’-i‘( ¥_A 5

Bill-to-PO matching ™ -

.....

Eqar‘f Aﬁ:Cg Du; :m receipt :5 F;t 2022 ; 4 Feb 2022
Bank of AnyCity
PO Box S84
Sydney, NSW 2001
In ApprovalMax, you can match Bills to the already ITEM DETAILS
approved Purchase Orders with the same product/service
or category and vendor to ensure correct coding and .- @
faC|||tate add|t|0na| Spend Control Cmployes Celebration 1.00 2,000.00 GST en nan-capital Cast 2,000.00 QY
Cntertainment Crtertainment far the event 100 5000.00 GST e non-caputal South 5,000.00 Q;
With the approval workflow settings you can prevent the e
approval of unmatched Bills. - s G
€.000.00
1. Matching Bills to Purchase Orders
Manual matching links Bills which are not yet approved with their related Purchase Order(s): for each line item in the Bill ApprovalMax shows a list of Purchase Order lines
that are filtered based on the currently selected line and available for matching.
2. Matching scenarios and amount allocation
ApprovalMax supports “many-to-many” matching, which means any number of Bills can be matched to any number of Purchase Orders.
3. Auto-removing a matching 47

Matchings will be removed automatically if the respective Bill gets deleted or rejected, its Purchase Order is cancelled or deleted, or the vendor and product/service are
not the same anymore. Matchings can also be removed manually.
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QuickBooks Online:
2FA enforcement

Using 2FA protects from unauthorised access to a person's account
and increases data security.

2FA enforcement for all users that access to QuickBooks
Online-connected Organisations is optional.

On the Users page, ApprovalMax displays whether or not a user has
enabled 2FA. This allows the Administrator/Account Owner to enforce
the users to set it up if it is mandatory as per their company rules.

Administrators can choose between the two enforcement types on

the Organisation page:

o Soft enforcement: every time a user reloads a webpage, they will
be prompted to set up 2FA. An email notification with a reminder
will be sent additionally on a weekly basis

e Hard enforcement: every user action will redirect the user to the
2FA enforcement webpage. An email notification with a reminder
will be sent on a daily basis

Users » ApprovalMax Test Org (09-2020).

Knowledge base How-to videos Setup and training package x Hide
NAME EMAIL ROLE STATUS 2FA DELEGATE START DATE END DATE

‘ Aline Zelenskays slinz.zelenskaya@approvaimax.com Account Owner Active ® Enabled

"b Amelie Thomas ameliethomaz@zpprovalmax.com Administrator Active ® Enabled

@ Dmitri Slavinski dmitri.slavinski@approvalmax.com Administrator Active ® Enzbled

.AMAX QBO Accountant Organisation » Organisation

ACCOUNTING SOFTWARE

ADDITIONAL SERVICES

Bext | Prepare CONNECTED  see

Your Dext Prepare account is connectad - you can receive, review and approve captursd Bills in ApprovalMax
before publishing them to QuidkBooks Online.

earn maore
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=  Bill from Yahoo EUR

uickBooks Online:
Audit trail,
Reporting, Search

The fully automated audit trails in ApprovalMax deliver an
overview of the organisation’s authorisation processes at a
glance and also find key finance documents, which
simplifies audits considerably.

1. Fraud detection

Audit report for "Bill from Yahoo EUR"

/1 — 80% + B o 3

Bill from Yahoo EUR

= Source Submitted by Erica Garcia
e Organisation _AMAX QBO Accountant Organisation
nerated on. 9 Apr 2022 17:31
Erica Garcla (erica.garcla@approvalmax.com)

7,211.40 EUR

APPROVAL LOG
REASON FOR BEING AN
NAME AND EMAII APPROVER STEP DECISION  DATE | TIME
Approwd step

Amelie Prod Approver as per the approval @l shoud 9 April 2022
amele.thomas +prod@approvalmax.com  workflow ) 17:30
Amelie Prod Forced April 2022
amelie thomas +prod@spprovalmax.com R approval
Number Date Due Dal ms

8 Apr 2022 9 Apr 2022 Net 60
Malling Address Location

‘ahoo ELR London

LINE ITEMS (1)
Product’Service  Description Qty Rate Tax Customer Class Amount EUR Matched

01 - Computer Computer Herdware 1000 60095 200%S 6.009.50

Amounts are Tax Exclushe
Subtotal: 6,009.50

Tax 20% on 6,009.50: 1,201.90
Total (EURY: 7.211.40

Total (GBP): 6,000.00

1.GBP = 120189996 EUR (8 Apr 2022, QuickBooks Onling)

Bill from Yahoo EUR

G Submitted by Erica Garcia
3 AMAX QBO ACCOUNTANT ORGANISATION

Mailing addres Terms
Yahoo EUR Net 60

ITEM DETAILS

01 - Computer Computer Hardware

1 GBP = 1.20189996 EUR (8 Apr 2022, QuickBooks Onlineg] )

APPROVAL WORKFLOW

Approval step

= O

AUDIT TRAIL

!B Approved the request in the "Approval step” step

7,211.40 EUR

Open Audit Report APPROVED

Bill date

vue aate
8 Apr 2022 9 Apr 2022
London
Qty
10.00 600.95 20.0%S 6,009.50

Amounts are Tax Exclusive

6,009.50
b on 6,009.50 1,.201.90
Total (EUR): 7,211.40

6,000.00

ApprovalMax enables the detection of potentially fraudulent scenarios if changes are made to an already approved document. In such cases, notifications are

automatically sent to the responsible Administrators.

2. Automated audit trails and audit reports

Audit trails are generated automatically for the documents processed in ApprovalMax and also stored in the product. They contain all authorisation decisions and

exceptions that have occurred, including comments, delegations, rejections and other details.

On completion of the approval workflow, an audit report is created for each approved document and automatically attached to it in QuickBooks Online, where the

audit reports can be viewed without having to log into ApprovalMax.
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CREATE NEW

QuickBooks Online: Audit 5D -
trail, Reporting, Search

o

=

) LA

JdVE3Sa NEWTre
-

- p—_—
e =

Delete the repors

)R . _ N TOOK ACCI
Download the audit report archive for all requests

Download the attachment archive for all requests
The fully automated audit trails in ApprovalMax deliver an overview of the organisation’s
authorisation processes at a glance and also find key finance documents, which

simplifies audits considerably.

3. Pre-built and custom reports

ApprovalMax provides a number of pre-built reports as well as the option to quickly create new reports using various filters. All reports can be printed out or
exported in CSV format. The audit report archive and the attachment archive for all requests can be downloaded from the reports.

4. Quick search

The search feature finds any finance document by using multiple search criteria: document type (Purchase Order, Bill, Expense, etc.), document status (e.g. open,
rejected, approved, cancelled) and other document-specific parameters like vendor, document number, Requester, category and item.
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QuickBooks Online: Mobile approvals

The ApprovalMax mobile app for IOS and Android makes raising
Purchase Order, Bill, Expense, Vendor requests as well as their
approval easy - anytime, anywhere.

1. On-the-go approvals
Significantly shorter approval turn-around times because Approvers can do their job anytime anywhere.

2. Raising Purchase Orders, Bills, Expenses and Vendor creation

Faster and easier document processing. Apart from creating new documents/vendors, Requesters can also make
changes to those they have already started and resubmit them for approval.

3. Push notifications

Efficient collaboration with push notifications, reminders and the option to comment on documents. No need to
keep the mobile app open all the time: when there is a new finance document submitted for approval, the respective
Approvers are notified instantly via push notifications and can make their approval decision right away.
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Integrations with OCR systems:
Dext Prepare

The integration between Dext Prepare and ApprovalMax is available to all our customers. It allows to combine the

award-winning pre-accounting capabilities Dext Prepare delivers with the best-in-class approval automation by
ApprovalMax.

From data capture to Bill approval, the process is completely paperless: all supplier invoices that have been digitally
captured by Dext Prepare go directly to ApprovalMax for multi-step and multi-role authorisation. Approval routing is
performed automatically according to the predefined review and approval workflow.

This solution works for bookkeeping and accounting practices as well as individual businesses that use the digital data

capture tool Dext Prepare.
Dext Prepare —> (M ApprovalMax —> LTS ICYYY

Pre-accounting Bill review, matching Bill "Awaiting Bill matching Approved Bill
data capture and authorisation Payment" Pre-accounting and authorisation

data capture

ext — @ApprovalMax —

52
Approved Expense

Expense authorisation



Dext Prepare integration:
How does it work?

Dext Prepare automatically extracts key data from invoices and receipts, and sends the
captured information in an enriched transaction to ApprovalMax.

ApprovalMax then takes care of Bill (Xero/QuickBooks Online) or Expense (QuickBooks Online)
approval automation across multiple authorisation levels. Bills/Expenses only enter
Xero/QuickBooks Online after they have been fully approved, ensuring data security and
minimising the risk of fraud or human error.
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Dext Prepare integration:
How does it work?

1.Enable a connection between ApprovalMax and your accounting system (Xero or QuickBooks Online)
Connect your ApprovalMax Organisation to Xero or QuickBooks Online.

2.Set up a Bill/Expense approval workflow
Set up and activate a multi-step Bill/Expense workflow in ApprovalMax.

3.Enable a connection between ApprovalMax and Dext Prepare
Connect your Dext Prepare account to your ApprovalMax Organisation, either via Dext Prepare or from the Organisation’s page in ApprovalMax, and define additional
settings such as account details and payment methods.

4 Multi-step and multi-role authorisation
As soon as Bills/Expenses appear in ApprovalMax, they're routed automatically through a multi-step and multi-role approval workflow that is based on predefined
criteria pulled from Xero or QuickBooks Online. The respective managers get notifications and see all information about the Bill necessary to make their decision.

5.Approved Bills/Expenses

Once fully authorised, Bills/Expenses are pushed to Xero/QuickBooks Online with an automatically created audit report that captures the authorisation history

attached.
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ApprovalMax for Oracle NetSuite:
What is Oracle NetSuite?

NetSuite is the leading integrated cloud business software suite, including business accounting, ERP, CRM and
ecommerce software. NetSuite simplifies the process of recording transactions, managing payables and
receivables, collecting taxes and closing the books and enables timely, accurate reporting and greater control
of financial assets. With real-time access to financial data, you can quickly drill into detalls to resolve issues
and generate statements and disclosures to comply with multiple regulatory financial compliance

requirements, including ASC 606, GAAP, SOX and more.

NetSuite
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Key workflows and features
of the Oracle NetSuite integration

ApprovalMax allows non-NetSuite users to access only data which they are authorised to use,
without disclosing the entire NetSuite data set.

ApprovalMax for NetSuite Key features:
supports 2 approval workflows:
Vendor Bill processing Workflow version history
Purchase Order management Auto-approval
Watchers

Custom fields, Tax and Account Code settings

2FA enforcement

Audit trail, reporting and search

Mobile approval 26
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Netsuite » Approval workflows » Vendor Bill workflow C % @ ’z)
Vendor Bill workflow i& '9 wee

‘ Knowledge base ~ How-to videos » Setup and training package ~ X Hide
I q C e e u I e . Auto-approval Step x : i e : S L, §
Add users authorsed Lo dreate Bill and w Approved Bills will be avtomatically marked

| it th 4 P alMa ( N 1

| Auto-approval settings |

Please note: the auto-approval

. step is the first step that's Appr oval condition:  All v Approval condition: Al v Appraval condition: All v
I B triggered. So, if a request
‘ ’ ' ‘ ( ) r matches one of the rules @ amelia.dylan.258gmail.com Nikolas Frost G Ulyans Kizilova
specified in this step, it will be should apprave everything e should approve if Total amount should approve everytiung
approved automatically - and INVITE AGAIN is over ar equal (o 500.00 GBF
V I I I !:{E::: all further approval ‘; U K :v . ! Ro
shou P
small amoun t 0 Ulyana Kizilova
will PF should approve
am matcl xpes
. Tatal amaou under 200.00
o DEFAULT APPROVER
s bR trusted vend
s o vill e approved | Add an Approver I
" : T ————— - p—
ated in 1 NG ;
10 desgnated Approver specilied
Ippro
Learn M

ApprovalMax fully replaces manual paper- or email-based Bill approvals with automated approval workflows that establish
granular financial controls for all spending accounted for in NetSuite.

1. Bill fetching

There are various options for getting Bills into ApprovalMax: pulled from NetSuite or by creation directly in ApprovalMax.

2.Multi-step and multi-role authorisation

The automated approval workflows route Bills through a multi-step and multi-role authorisation process based on one or several criteria pulled from NetSuite;