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& ApprovalMax
Accept an invitation

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

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.
el

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

Welcome to (9 ApprovalMax

Set up your ApprovalMax Profile

Avatar Firstname * Last name *

Nikolas Frost

Phone *

+44 7778 88999

Password *

JPG, GIF, or PNG

N
e

< 10MB

(V) Use & or more characters

({/) Use upper and lower case letters (e.g. Aa) G_/) Use a symbol (e.g.

(v) Use a number (e.g. 1234)

M
!\'-_&:?Y':‘)




& ApprovalMax

Accept an invitation

weicome to (&) ApprovalMax

If you get multiple invitations, Your invitations
choose for which Organisations you want You wereimitd oth following ApprovalMax rgaisatios:

to accept the invitation.

ApprovalMax Test Org (AU-09-2020)

b bl Accept
Invitation from Nikolas Frost .




& ApprovalMax

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.

Edit your profile
Avatar Firstname *
Joann
Phone *

Email notifications

New requests notifications Sentinstantly

Comments notifications Sentinstantly

Other notifications Sentinstant

Summary of pending approvals

+44 12345678

CREATE NEW

My profile

Out of Office

Log out

SAVE

(UTC+00:00) Dubiin, Edinburgh, Lisbo...

Send 3 repor: even Q ° Q ° ° S3 Su at | 0900 v

Security

Log me out after 15 minutes of inactivity

Two-factor authentication

SET NEW PASSWORD


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

& ApprovalMax

@ 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 email address is
all it takes. @ ApprovalMax

3. An emall will be sent out instantly, it contains a Reset your password
link to My Profile where you can set a new L e———

password. = o

LOG IN NOW




& ApprovalMax

Create a New Purchase Order

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

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

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

o Fillin all required fields (such as Contract, Iltem, Quantity, etc.).

e 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 and make
changes if needed, then click on Submit For Approval.

To cancel a Purchase Order or Bill, click on the Cancel button.

rrrrrrrrrrrrr

sssssss

1,200.00 AUD

Create new

...........



& ApprovalMax

Goods Received Notes

ApprovalMax supports the proper way of tracking goods
deliveries - with Goods Received Notes (GRN), an industrywide <
established term and approach.

How it works:

¢ In each approved Purchase Order users can see the delivery
status (and GRN).

e Purchase Order Requesters, Approvers and the Organisation
Admins can change the delivery status, add comments, attach
files (actual Goods Received Notes).

e Users can filter Purchase Orders by the delivery status in the
navigation.

*This feature is available in Advanced and Premium plans

only.

Goods received notes

Knowledge base ~  How-to videos »

Select status and leave comment.

Status *

Select status

Not received
Partially received

Fully received
\

Attachments

& Add an attachment

UPDATE

X Hide




& ApprovalMax

Xero: Create a Batch Payment

- ApprovalMax allows to create a Bulk Payment for Bills whose = Qoo M)
due dates are within a close range. Such payments are for large satch ayment fom 25 Nov 2022 548000 AUD

I 1 41 ot e R 4 REECT APPROVE
amounts and, therefore, might be subject to additional approval. . o

Batch Payment from 29 Nov 2022 Batch Payment actions: START OVER THE WORKFLOW
159.00 AUD

APPROVALMAX TEST ORG (AU-03-2020)

Bank account

Batch Payment from 25 Nov 2022 2 A
25 Nov 2022 1597 - HSBC bank account

2,454.00 AUD
APPROVALMAX TEST ORG (AU-05-2020)

%

- Batch Payment requests are created as a combination of %
Approved and Awaiting Payment Bills and submitted as a single D e

%

(9

BATCH PAYMENT BILLS

3.480.00 AUD tems Supplier Bills Reference Date Due Date Amount Due Payment AUD Reference Bank account
APPROVALMAX TEST ORG (AU-05-2020)
t f | Bill from Amazon Amazon — 2Feb 2022 4 Feb 2022 1.580.00 1.98000 — dkl1112234536
request Tor approval. e
Bill from Amazon Amaszon — 1 Nov 2021 26 Nov 2021 600.00 £00.00 — dkl1112234536

Batch Payment from 21 Nov 2022

1.893.00 AUD Bill from Amazon Amazon — 17Feb2022  19Feb2022 500.00 90000 — dki1112234596
APPROVALMAX TEST ORG (AU-03-2020)

TOTAL: 3,480.00 AUD
Batch Payment from 18 Nov 2022
999,999,999,417.00 AUD

- Once such a request has been approved, the respective Batch
Payment file gets created in a connected Xero account against — i R Y
the selected bank account.

APPROVAL WORKFLOW

Please note: Due to Xero restrictions, Batch Payments are always
created in the base currency of the respective Organisation. If a Bill
Is In a different currency, it cannot be added to the Batch Payment.

*This feature is available in Premium plan only.



& ApprovalMax

Xero: Create an Airwallex Batch Payment

ApprovalMax allows to create Bill Bulk Payments and pay them within = JenUK ) Arvalies B Paymens 5 P
Airwa”ex (UK, AU, NZ CustomerS). Airwallex Batch Payment 1 from 12 Jan 2023
;\ci)rzv;auex Batch Payment 5 from 12 Jan é) o .
Airwallex Batch Payment requests are created as a combination of =
Approved and Awaiting Payment Bills and submitted as a single P iy S
request for approval. 3 3 ° °
To create an Airwallex Batch Payment, click on the “Create new” m
bUttOn. Supplier EUR  EUR ZPER ArwalocER (1) DERURLOCAL ippher, 500 expenses 12jan2023°  Xero -
. . . . Bill fromUS  3,00000 3,000.00 00 ieUsD (D USUsOSWiT B fromus Susiness m Ogenin

e Inyour Organisation, select Airwallex Batch Payment and click on il - Sl e im0

CREATE A REQUEST. TOTAL AMOUNT IS APPROXIMATE AND RATES ARE TAKEN FROM OPENEXCHANGERATE.COM UPON THE CREATION: 4.909.33 GBP
o Add Bills to the Airwallex Batch Payment. Up to 200 Bills in

different currencies can be added to a Batch.

o Fill in the mandatory data such as Payment amount, Beneficiary* *ApprovalMax offers two options for managing Beneficiary data in relation to
bank account ' ' Airwallex Batch Payments. These options include:

e Click on the “Submit for approval” button. 1. Pulling Beneficiary Data from Airwallex.

2. Beneficiary Creation during Airwallex Batch Payment Creation. 10
*This feature is available in Premium plans only.



Xero: Create a Manual Journal

A Manual Journal is a manual recording of transactions and adjustments to your
accounting file.

Manual Journals allow you to transfer funds between accounts and ensure that your
financial records are balanced according to specific requirements.

To create a Manual Journal, click on the “Create new” button.

Select Manual Journal in the Organisation for which you want to create such a
request.

Fill in the mandatory data such as Narration (a description of the Manual Journal)
and Journal date.

If you want to show Journals On Cash Basis Reports or default the Narration to the
Journal Line Description, tick the respective checkboxes.

In the first line, select an account from the Account field. Depending on whether
you want to debit or credit that account, enter the amount in the correct column.

In the next ling, select the respective other account - the one you're moving
money to or from. Depending on whether you entered a Debit or Credit in the first
line, enter the same amount in the opposite column.

Please note: Xero doesn't allow to use some system (incl. payables and
receivables) and bank accounts in Manual Journals.

Check the amounts - you should have the same amount in both the Credit
column in one line and the Debit column in the other. This means the accounts are

in balance.

Click on the “Submit for approval” button.

MANUAL JOURNAL DETAILS T ®

LINE |TEMS NoO Tax ~

100.00 100.00

FILES

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

11


https://central.xero.com/s/question/0D53m00006ozdpcCAA/hi-there-i-am-trying-to-create-a-manual-journal-entry

& ApprovalMax

Add a Watcher

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:

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

e Clickonthe @« button

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

Change Watchers

DONE

Add or remove users from the watching list. Watchers can view document, leave

comments and receive notifications if something was changed.

Q Joanna Green

2 " Add Watcher

12



& ApprovalMax

Bill Duplication Control

ApprovalMax can detect potential duplicate Bills and displays I e e R l
a respective message to make Approvers aware. Considering

1 “ There is 3t l2ast one other request that looks similar to the one you're currently reviewing. Please double-check it's not 3 duplicate:

this when making the approval decision reduces the risk of L1, ————

duplicate payments. _ _

Bill actions: EDIT | COPY | CANCEL

Bill statuses taken into account are:

. Awaiting Approva| 13 Oct 2022 13 Ocz 2022 -

N A p p roved 3;! iPhone F-u: ne 12 1.00 1.055.00 720 - Computer Equipment GST Fres Expenses (%) 1,099.00
. Paid (Xero)
total. 1,099.00 AUD
0.00 AUD
TOTAL:  1,099.00 AUD
The matching parameters are:
BILL TO PO MATCHING MATCH WITH PO

This Bill is not currently matched with any Purchase Order.

- Supplier/Vendor
. Date

- Amount (Total Net exact match, Currency exact match)

13



& ApprovalMax

Price Checker

The Price Checker feature provides a price comparison for

each line item in an approval request, based on the R
inventory list prices as per Xero/QuickBooks Online ORDER DETAILS 7 @
Products and Services catalogue. — ]

Standard

Pleaze provide payment details

e
ot f¢

It identifies and highlights any price discrepancy by
applying coloured labels to such line items

NOTE TO APPROVERS

BI7IU;& <&

- If the deviation value is negative or one of the price
values is zero, the warning level is None. izl

“EpCp

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

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

. If the percentage deviation value is above 25, the
warning level is Red. 14



& ApprovalMax

Make changes to a request

. Until its final approval*, a Purchase Order/Bill/QuickBooks
Online Expense/Xero Batch Payment or other request P o ;:]
created in ApprovalMax can be edited by the Requester @ i - -
In any workflow step. @
*Exception: Requesters of Airwallex Batch Payments can
change a Batch until it is sent to Airwallex for payment. .

. Approvers and Admins can add comments to requests;
Administrators can also restart an approval workflow TS @
when changes were applied to its approval rules. o

. Itis not possible to alter requests in ApprovalMax after
their final approval*. If changes are required at this point,
they can only be made in the accounting system.

15



& ApprovalMax

Copy a request

Existing requests such as Purchase Orders/ Bills /Journals or
Expenses can be easily copied to speed up and simplify the

process of creation.

Approved Purchase Orders can be copied to create a new

Purchase Order or Bill (Xero and QuickBooks Online).

Please note: the Copy feature is not available for Contact and

Vendor approval requests, or Batch Payments.

CID Q O 0 fbe

Purchase Order to Bank of AnyCity 6,000.00 AUD

‘ APPROVED

yadney, NSW, 2001
"3 Subrmatted by Joanna Grees
SANDBOX COMPANY AL 5

Purchase Order actions: [COPYTO v

Copy to Purchase Order

Copy to Bil
Mailir Dote Ovder number
Ban« AnyCity 14 Fe 2022 Allocated on aporova!
Bank of AnyCity

PO Box 524
Sydney, NSW 2001

ITEM DETAILS
cscr Rate Tax  Class Ama d
L y | L 1.0 000 GET p Ad L 000.0
d part 1.0 00.00 GST piL 000.0
Cnt nt 1.0 0200 G p 000.0
X In
Subtatal 6.000.00
neludes Tax 10% on 5,454.55 545.45
6,000.00

16



& ApprovalMax

Xero: Bill-to-PO Matching*

In ApprovalMax, Bill Requesters can match Bills and already Bllto Purchase Order matching

ApprovalMax sllows to manually match incoming Bills with the initial Purchase Orders. Learn more
See video on How to match Bills with Purchase Orders

approved Purchase Orders with the same Supplier and

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

Currency to ensure correct coding and facilitate additional Ve | T—— J—

Spend ContrOI. :5‘5' v FILTER

Purchase Order PO-0177 to Bing. 550.00 AUD (Gross)

Date: 17 Mar 2021 Requester:

oz 350.00 AUD remaining

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

Manual matching links Bills which are not yet approved with N ..

Date: 18 Feb 2021 Requester:  Sevarz Rashidova

their related Purchase Order(s). For this, ApprovalMax shows a

Purchase Order PO-0104 to Bing 1.440.90 AUD (Gross)

Date: 18 Dec 2020 Requester:  Sevars Rashidova

list of all Purchase Orders filtered by parameters that must be Fom o WG

Allocated amount: | 380 AUD (remsining amount 1,420.00 AUD in this Bill) INSERT 1,440.90 AUD

the same in both the Purchase Orders and Bills at hand. e A

*This feature is available in Advanced and Premium plans only.

17



& ApprovalMax

Xero: Mark a Purchase Order as Billed

I Purchase Order PO-0012 to 24 Locks 32,475.00 USD |

P Open Audit Report ‘ APPROVED ’
Once a Purchase Order has been approved and matched
14 el 2022 i FO-00 Stands

with the corresponding Bill(s), it can be marked as Billed
by either the Requester or the Administrator.

@ OpeninXero v subratal:  30,000.00 USD
Total Tax (8.25 2,475.00 USD

rotac 32,475.00 USD

The Purchase Order can also get marked as Billed

FILES

automatically after successful matching.

PO-0012 from Demo Company (1402).pdf

BILL-TO-PO MATCHING

' @ ‘ .’ H ‘- ~~ ‘:‘ k aunt of the Purchase Order (32,475.00 USD MARK AS "BILLED"

CHANGE THE MATCHING

18


https://support.approvalmax.com/portal/en/kb/articles/auto-marking-po-as-billed

& ApprovalMax

QuickBooks Online: Match Bills with
Purchase Orders*®

CREATE NEW

Bill from Bank of AnyCity 8,000.00 AUD

Bill Requesters can match not yet approved Bills to approved yine. om0 % FORCE THE DECISION

@ i sanscie
and not closed Purchase Orders with the same i s

Product/Service or Category and Vendor up to the final

2 - - date Due datc
Ban< AnyCity Due onrecspt 15 Feb 2022 T4 ek 2022
Bank of AnyCity

approval of the Bill. Sehirigea S i
ITEM DETAILS
*This feature is available in Advanced and Premium plans -' -

AR A

O I . |yo Cntertainment Cntertainment far the event 100 5000.00 G5T e nan-capital South

subtatal £.000.00
7.272.73 727.27

£€.000.00

19



& ApprovalMax

QuickBooks Online: Close a Purchase
Order

When a Purchase Order has been fully approved/matched

with a Bill, it can be marked as Closed in ApprovalMax and

X Mark the Purchase Order as "Closed" MARK AS "CLOSED"

the status Closed will be synced with QuickBooks Online.

iz Purchase Order has

This status can be reversed, if needed.

Purchase Order 1016 to Amazon 100.00 USD
f. Submitted by Ulyana Kizilova ' ]

Q MARCO POLO ACCOUNTING ' Open Audit Report v/ CLOSED APPROVED

Purchase Order actions: COPY TO v Switch to Open

20



& ApprovalMax

QuickBooks Online: Create an Expense

There are three types of Expenses based on the payment types that
ApprovalMax supports: Cash, Cheque, Credit Card.

Cash - the purchase contains information about a payment made in
cash.

Cheque - the purchase contains information about a payment made by
cheque.

Credit Card — the purchase contains information about a payment
made by credit card, or a refund made to a credit card.

To create an Expense, click on the “Create new” button.

Select “Expense” in the Organisation for which you want to create such
a request.

Fill in the mandatory data such as Payment Account, Payment Type,
Date, Category/Item.

The list of Payees in ApprovalMax is synced based on the specified
Payee type.

If you decide to use a Payee, first select the Payee type and then the
Payee.

Click on the “Submit for approval” button.

X Create a Expense in "Sandbox Company_AU_5"

DETAILS

CATEGORY DETAILS

0.00

MEMO

FILES

& Add an attachment

Once submitted, the Expense request will run through the
predefined approval workflow. When all approvals are in place, the
Expense will be pushed to QuickBooks Online.

21



& ApprovalMax BETA

QuickBooks Online: Create a Journal Entry

X Create a Journal Entry in "Sandbox Company_CA 3"

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. . i o

JOURNAL ENTRY DETAILS ] =) SUBMIT FOR APPROVAL

To create a Journal Entry, click on the “Create new” button. s s

DEBIT CREDIT DESCRIPTION TYPE NAME TAX LOCATION

e Select Journal Entry in the Organisation for which you want to create such a

request.
. . - Add a line
e Fill in the mandatory data such as Journal Date and Number.
e In the first ling, select an account from the Account field. Depending on whether MEMO

you want to debit or credit that account, enter the amount in the correct column.

e In the next line, select the respective other account - the one you're moving
money to or from. Depending on whether you entered a Debit or Credit in the first
line, enter the same amount in the opposite column.

FILES

@ Add an attachment

Accounts Receivable (A/R) account: needs to have a Customer in the Type field.
The Customer must have the same currency as the account receivable. ! Journal Entries should be considered as a final option for recording

Accounts Payable (A/P) account: needs to have a Vendor in the Type field. The transactions.

Vendor must have the same currency as the account payable.
e Check the amounts - you should have the same amount in both the Credit This feature is available in Advanced and Premium plans Oh|y.
column in one line and the Debit column in the other. This means the accounts are
in balance. 22

e Click on the “Submit for approval” button.



& ApprovalMax

Xero: Add a new Contact/Supplier
during Purchase Order/Bill creation

ApprovalMax allows to create new Contacts within Purchase

X New Contact

Order and Bill requests. Such Contacts will be synced with

NTACT INFORMATION

Xero immediately.

Please note: in the Requester matrix, Requesters can be

granted varying access rights based on criteria such as

Supplier, Tracking Category, Account, etc. s

Encer to wnose attention {attn:)

23



& ApprovalMax

Xero: Create a new Contact for approval

ApprovalMax allows to create new Contacts as well as their
approval with a designated Contact Creation and Approval

workflow.

A Contact created and approved in ApprovalMax will be
synced with Xero and receive the status Supplier once a first

Bill has been linked to this Contact.

Create new CREATE A REQUEST

Create a Contact in "Demo Company (1402)"

CONTACT INFORMATION

Phane

Attention

Postal code

STREET ADDRESS

[] SzmeasPostal Address

*This feature is available in Advanced and Premium plans

only.
Y 24



& ApprovalMax

QuickBooks Online: Create a new Vendor
during Purchase Order/Bill creation

ApprovalMax allows to create new Vendors within Purchase

Order and Bill requests.

Such Vendors will be synced with QuickBooks Online —

Immediately.

Please note: in the Requester matrix, Requesters can be CATEGORY DETAIS
granted varying access rights based on criteria such as

Vendor, Category, Class, etc.

X Requester matrix

Requesters Vendor Product/Service Category Class

c_) Joanna Green Any Vendar Aty F Cervice v Catepnr v . - Anny
' ik Allow L0 ¢ B3te rnew
venaors



& ApprovalMax

QuickBooks Online: Create a new
Vendor

CONTACT DETAILS ]

ApprovalMax allows to create new Vendors as

VENDOR INFORMATION

well as their approval with a designated Vendor

Creation and Approval workflow.
Such Vendors will be synced with QuickBooks _
Online after approval. |

& Add an attachment

*This feature is available in Advanced and Premium plans only.
26



& ApprovalMax

Check the request status

Sandbox Company AU 5 5 All requests Q & O ﬁf o

In the Created By Me fOlder, RequeSte rS ﬁnd a” Purchase Order 1006 to Dummy QBO vendor 14022022 1,200.00 AUD
&3 DR O  ey Open Audit Report APPROVED
1 1 Purchase Order 1006 3
t h e I r p e n d I n g re q U eStS o 6$ To Dummy QBO vendor 14022022 Purchase Order actions: COPYTO v

1,200.00 AUD

SANDBOX COMPANY AU S

Purchase Order ‘E.:;mrr:;;jél;;:vendcr 14022022 ;:;et 2022 : 056 e
To Dummy QBO Vendor
@ 100,00 AUD
. SANDBOX COMPANY AL 5 CATEGORY DETAILS
Drafted requests are in the Drafts folder.
B'" Cawcgary Jescription ax Class Amaount AUD
@ F:om Andrew Haberbosch " : . .
e 1.200.00 AUD Accrued non-current liabilities / GST an capnta Cast 1,200.00
SANDBOX COMPANY AU S
Amounts are Tax Indusive
Bill Subtatal 1.200.00
h | | f I I I I I @ 'Ffom Anf"rew ke ncludes Tax 10% ca 1,020.91 ’109.09
The All folder displays all your requests, N

Total {AUD) 1.200.00

iIncluding the ones already approved, except @ T

SANDBOX COMFPANY AU S

1006 from Sandbox Company AU 5.pdf

d raftS : Expense
. @ 1,000.00 AUD SHIPPING DETAILS

SANDBOX COMPANY AU S
Ship wa Shipping address

> Expense
03 1,000.00 AUD
SANDBOX COMPANY AL 5 APPROVAL WORKFLOW

27



Requester notifications

Requesters get notified about the approvals in each step
Requesters get notified about rejections

Requesters get notified about all comments

28



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

