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Accept an invitation 

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

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

If you get multiple invitations, choose for 
which Organisations you want to accept 
the invitation.
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Change your name, contact details or the 
notification and security settings

Click on the avatar icon in the top right-hand corner of the main 
page to open My Profile.

Here, you can change your name, password or time zone, upload 
an avatar and add a phone number any time.

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

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


Reset your password

Resetting a forgotten password is easy in ApprovalMax.

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

An email will be sent out instantly, it contains a link to My 
Profile where you can set a new password.
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Create a new Purchase Order/Vendor Bill

ApprovalMax supports multi-step approval workflows for Purchase Orders and/or Vendor Bills. 

● To create a Purchase Order or Bill click on the                           
button. 

● Select Purchase Order or Bill in the Organisation for which you 
want to create such a request.

● Fill in all required fields (such as Vendor, Item, Quantity, etc.).

● Click on the Submit For Approval button.

● To resubmit a Purchase Order or Bill click on Edit and make your 
changes, then click on Resubmit For Approval.

● To copy a Purchase Order or Bill, click on Copy, make changes if 
needed and then click on Submit For Approval.

● To cancel a Purchase Order or Bill click on the Cancel button.
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Add a Watcher
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The Watcher functionality in ApprovalMax keeps users with this role 
informed about specific approval requests within the system so that they 
can closely monitor them. When a user is assigned as a Watcher to a 
request, they will receive notifications and updates regarding the progress 
and status of its approvals, even if they are not directly involved in the 
authorisation process.

This is how the Requester can add a Watcher:

● In your Organisation, open the request to which you want to add a 
Watcher.

● Click on the               button

● In the Change Watchers window, click on the “Add Watcher” button 
and select a Watcher from the list. Then click on “Done”



Make changes to a request

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

Approvers and Administrators can add comments 
to a request; Administrators can also restart 
approval workflows when changes were applied to 
its approval rules.

It is not possible to alter requests in ApprovalMax 
after their final approval*. If changes are required at 
this point, they can only be done in the accounting 
system.
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Copy a request

Existing requests such as Purchase Orders 
or Bills can be easily copied to speed up 
and simplify the process of creation.
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Check the request status

In the Created By Me folder, Requesters 
find all their pending requests.

Drafted requests are in the Drafts folder.

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

There are three types of Requester notifications:

• Requesters get notified about the approvals in each step

• Requesters get notified about rejections

• Requesters get notified about all comments
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CONTACT INFORMATION

If you have questions, please refer to 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

