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The terms "Account™ and "Organisation”

Your ApprovalMax account is created when you signh up for a trial. The Account Owner manages the
creation of Organisations that serve as containers for workflows, and invites other users to the app.

a D
Please note: the Account Owner is not necessarily in charge of billing matters, which might be

handled by a designated billing contact.
N >

Organisations are entities created within the account that host the workflows; they can be connected
to an accounting platform or work stand-alone.

a N
Please note: ApprovalMax Organisations are linked 1-on-1 to Organisations in QuickBooks Online.

A /

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




Roles on account level

Account Owners have comprehensive rights and can manage subscriptions as well as create new / delete
existing Organisations. The Account Owner can also connect / disconnect ApprovalMax to / from the accounting
platform, add and invite other users to the Organisations, configure and change workflows, set Delegates,

generate reports, override approval decisions for particular requests, force approval decisions, and leave
comments.

Roles on Organisation level

- Administrators have comprehensive rights and can connect / disconnect ApprovalMax to / from the
accounting platform, add and invite other users to the Organisations, configure and change workflows, set

Delegates, generate reports, override approval decisions for particular requests, force approval decisions, and
leave comments.

- Auditors have read-only access to all workflows, requests and the approval matrix. They can generate reports
and leave comments in approval requests.

- User is the default role which is assigned to everyone except Auditors and Administrators. Users can be a
Requester and/or an Approver.



Roles on a workflow level

Requesters are authorised by the Administrator to raise requests during Purchase Order / Bill
creation in connected and/or stand-alone workflows. For connected workflows, Requester rights
can be granted based on parameters such as vendor, product/service, category, and others.
Apart from raising them, Requesters can also make changes or cancel their requests. They are
allowed to add other Approvers from their Organisation in any step of their request as well as
remove those that have previously been added.

Approvers approve or reject requests, they can delegate the approval decision and leave
comments for Auditors and Requesters - all according to the settings in the approval matrix for
each particular workflow. They are allowed to add other Approvers from their Organisation to the
request as well as remove those that have previously been added.




Workflows

A workflow Is a sequence of approval steps based on predefined business rules.
There are two types of workflows in ApprovalMax:

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

Stand-alone workflows are configured in ApprovalMax and have no dependency on data or
documents stored on an accounting platform, like an HR approval workflow for leave requests.

Connected workflows for QuickBooks Online include; Purchase Order workflow: Bill workflow:
Vendor workflow; Expenses workflow.




Single sign up with QuickBooks Online

You can use your QuickBooks Online account for signing up with ApprovalMax. With the single-sign-up

procedure, ApprovalMax will automatically connect to your QuickBooks Online account and will also
automatically create your connected QuickBooks Online Organisation.

This is the fastest and easiest way for QuickBooks Online users to create a new account with a new trial
Organisation in ApprovalMax.

In case your QuickBooks Online Organisation is already in use with ApprovalMax, or if you deny access to
it, youd fall back on the manual setup for your trial.




Request a trial and Connect to QuickBooks Online

B
B

: Don't enter your email address but Log into your
Request your trial on rs | . - J 5 yk i Confirm access to
e select the option to sign up with UICKBOOKS Online QuickBooks Online for
QuickBooks Online. account ApprovalMax
FREE TRIAL INTUIT Signin Sign In  Giickbooks
T
& Sign in with Google Allow ApprovalMax to use your profile information

Emaill or user 1D
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Password

v  Remember me
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Single sign-on with Google

Instead of using your QuickBooks Online account, you can sign up to ApprovalMax with your Google
account - when requesting a trial on our website, select the option to sign up with Google:

4 )

3 Sign in with Google
-

J




Request a trial

Request your trial on our
website

Enter your email address

@ ApprovalMax

Sign up with

nter your email address
| agree to ApprovalMax’s Terms and Conditions and Privacy Policy
INTUIT Signin
| agree to receive ApprovalMax\'s monthly newsletter

G Sign up with Google

Activate a trial

Check the confirmation email

4 N

Thanks for signing up!

s

@

Please confirm your email address by clicking
the link in the email we've just sent to you.

\_ J

Confirm your email address

( @ ApprovalMax \

Welcome to ApprovalMax!

Please click the button below to confirm your email address.

Please note: during sign up you confirmed that you have read and agree to our Terms and Conditions,
and that you have read and agree to our Privacy Policy.

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/verifyEmail?linkCode=dENQe5J0CbgZxlyezZ13MIM43uytdG
T1iaHQJ5X7Apbug740lGUrB9gK6ay2hECa&state=%7B%7D

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




Set up your profile

Enter your profile details and set the password.

The password must meet the following requirements:

Use 8 or more characters

Use upper and lower case letters (e.g. Aa)
Use a number (e.g. 1234)

Use a symbol (e.g. |@#%)

Make it different from your other passwords

Welcome to &) ApprovalMax

Set up your ApprovalMax Profile

Avatar Firstname * Last name *

Nikolas Frost
Phone *
+44 7778 885899

o e Password

JPG, GIF, or PNG

1OMB: = [SEEtrnms=seeses ,‘\l.{.

(v) U m = (f) Use 3 numbe 4



Create or join an Organisation

If there's

no one in your team, this step will be skipped. If

you do have teammates, you'll be asked whether you want
to create or join an Organisation.

Please note: the creator of an Organisation automatically
becomes its Account Owner and is the one who has to add
and invite other users. Such users are not to sign up on the

website:

they just need to accept the invitation.

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

SCRATC
Approva

.

Max Organisations are linked 1-on-1 to

Organisations in QuickBooks Online.

Weicome to () ApprovalMax

Are you sure you need to set up ApprovalMax from scratch?

Some folks from your organization have already set up ApprovalMax. Ask them for an invite to

work together!
3 kes*****@approvalmax.com

CCOU*****@approvaimax.com

om

| NEED TO SET UP APPROVALMAX FROM SCRATCH

I WILL ASK COWORKERS FOR AN INVITE




Connect to QuickBooks Online

When you create an Organisation, it is best

to enable its integration with QuickBooks Online. .
X New Organisation

| =
This way, you can use connected workflows.

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

Connect to Connect to
LClod  Connect to Xero QBO . . W .
. ‘ QuickBooks Online Oracle NetSuite

Stand-alone workflows do not require a
connection to an accounting platform. (7 J

4> Pro tip:
Consider connecting to a Xero Demo organisation. It goes with dummy data and you won't affect your production data. Learn
more

Why connection matters:
1. Connecting ApprovalMax to Xero allows you to set up approval workflows for Bills, Purchase Orders,
Sales Invoices and Credit Notes.

2. Activate a workflow to approve documents that get pulled from Xero in the “Awaiting Approval” status,
or are created directly in ApprovalMax.

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




Connect to QuickBooks Online

/7.1

Select an Organisation for the integration.

Please note: an Organisation in ApprovalMax can be
connected to only one Organisation in QuickBooks
Online.

4 N

Authorize the Sharing of Your Data Between ApprovalMax and Intuit

. O
quickbooks. @

Ulyana's Company ApprovalMax

By clicking Authorize, | allow ApprovalMax and Intuit to use my information™ in accordance with each company’s respective terms of service and privacy policy: ApprovalMax’'s Terms o f Service and
Privacy Policy. Additionally. where applicable, | give ApprovalMax limited access to my QuickBooks Payments account to provide me payments-related services. | authorize the sharing of data between
Intuit and ApprovalMax. *Information may include data from QuickBooks Online, QuickBooks Desktop and QuickBooks Payments.

(o =




Add a user

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

On the Workflow Setup page, you can enter email addresses to authorise users as Approvers or
Requesters.

The actual invitation procedure for new users is the same for both options. But the Workflow Setup page
also allows to invite users who have already been added to the system.



Add and invite users

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

Enter the user's email address under Organisation > Workflow and settings > Users to add the
user to ApprovalMax. However, this does not qualify the user for approving or raising Purchase
Orders / Bills/ Expenses or Vendors

To enable users as an Approver or Purchase Order / Bill / Expense /Vendor Requester and to
initiate notifications about the status of their requests, they need to get invited to the
ApprovalMax Organisation and accept the invitation.

Please note: invited users can start using ApprovalMax as part of an already existing
Organisation. They are not to sign up on the ApprovalMax website as this would result in a new
account and a new, disconnected Organisation.




Add a user on the Users page

Go to Organisation > Workflow and settings > Users.

Enter the user's email address and click on ADD,
then on NEXT.

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

If you prefer to delay inviting these users, click on FINISH.

*  Add users

NEXT

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

mike.?d.newman@gmail.coni

Add users

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

O Do not invite

@ Invite the users by email right away

GO BACK FINISH

~N

/




Add a user on the Users page

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

The ApprovalMax website provides a Reset Password button

on the log-in page, in case a user forgets his password. e ™
© ApprovalMax

As soon as users have accepted their invitation, their status

changes from Pending to Active on the Settings page and they - /

are able to raise Purchase Order / Bill / Expense/ Vendor
requests or act as an Approver.

‘ p— Users > QuickBooks Online with Dext

ADD USERS




Setup page

Alternatively, you can add new users to ApprovalMax from the

Approval Workflow Setup page.

Go to Organisation > Workflows and settings > Approval
workflows and select the workflow you want to configure.

Clicking on Add an Approver allows you to add new users by

entering their email address.

When you're ready to invite previously added users, click on the

Invite Now button in the approval matrix.

You can also enter a welcome message for them.

To complete, click on INVITE USERS.

Add a user via the Workflow

Kafkaesque Accounting » Approval workflows » Bill workflow

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

¥ 5 \ < X . P iy
Add users au < d 2 i o)

iRl : 3 ettings = — P
ved & Bill Add an Approver g © Add an Approver ﬁ ©
submil them for approval pprovalMax
ease note: the auto-approval
step is the first step that's Add 3 user X proval conditien. Al v Approval condition:  Any of v
Add a Requester @ triggered. So, if & request -7
matches one of the rules ype.inthe email sddriss oF (e Lasc yds wint ) Amelie Thomas @' Alex Keselman
chris® e specified in this step, it will b to add should ap f Total .1!::_‘."'1 ¢ should approve if T‘_-.d’ amount
= can sul approved tically - and iso 00.00 USD % over or equal to 50,000.00
Vendo: bypass all further approv. II‘E_:‘; @email.com I ano sank usb
Verd - cr
INVITE e : ‘ Marco Polo
Alex Keselm 10 USD b Zha shouk! approve if 1;:11 .:'llv‘:.r'.
@ B pp ADD A USER sho < over or equal Lo 50,000.00
can iSO USD ar W 16
atal amount & under 10.00 US e “Appre ory
: Amélie Thomas L ' — "Dank Charges & Fees”, natch
E can subma with any EXI‘.[HIE Ullll‘y Bl"’ should d}:’srt“g ‘)-':‘P‘: tment Contractors
Vendo Bill will be approved matches "Marketing DEFAULT APPROVER
s o DEFAULT APPROVER
Dmitri Slavins! ki Tatal amount & under 300.00 DEFAULT APPROVER
can submat with any existing USD and Category matches Add an Approver
Vendor Utilities Add an Approver
% Alex Keselman A Default Aporover is added 1o a step in case
Franz Kafk @ \ Def pprover is added Lo a step in cas
" A Delaul Approver is added L0 & Step i Cas hereis nod A
can Subr
Vendor A Default Approver & added (0 a Step in case Lher
0 designated r i
Al Bills n Dext Prep.
reats ol this Appre
Joer.
Alex Keselm,

o @ fiy
O workiow B & -

X Hide

il Creation in QuickBooks Onli

UaE wall De sulomalica :\’LIE‘C.E'
QuickBacks Online upon final

-

Invite your team members to the Organisation "Kafkaesque Accou... INVITE USERS \

Add = welcome message for the invitees: they will s2e itin the email. This is optional

0 Hell:. Please accept your invitation to ApprovalMax.

EMAIL STATUS
slex@gmail.com Not invited
chris@gmail.com Not invited




Control and push users to use 2FA

Currently, there is no way to make 2FA mandatory for users within the system.

However, on the Users page, ApprovalMax displays whether or not a user has enabled 2FA. This

allows the Administrator/Account Owner to remind the respective users to set it up if it is mandatory

as per their company rules.

Users > QuickBooks Online with Dext

ADD USERS

Knowledge base ~  How-to videos -

[] NAME 4

@ Joznna Green
e Nikolas Frost
K a,) Peter Brown

Setup and training package ~

EMAIL

joanna.p.gresn@gmail.com

nikolas.b.frost@gmail.com

peter.aaron.brown@gmail.com

ROLE

Uzer

Account Owner

Uzer

STATUS

Active

Active

Active

2FA

® Ensbled

® Diz=bled

® Diz==blec

CD 0 © Tb

» Hide

DELEGATE START DATE END DATE




Types of workflows

A workflow is a sequence of review and approval steps based on predefined business rules.
There are two types of workflows in ApprovalMax:

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

- Stand-alone workflows are configured in ApprovalMax and have no dependency on data or documents
stored on an accounting platform, like an HR approval workflow for leave requests.

Connected workflows for QuickBooks Online include: Purchase Order workflow: Bill workflow: Vendor
workflow; Expenses workflow.




Connected workflows

All connected workflows are stored in the respective Organisation, which is linked to
QuickBooks Online.

Approval workflows in ApprovalMax process requests for QuickBooks Online Purchase Orders

/ Bills / Expenses / Vendors, etc. that get created either in ApprovalMax or in stand-alone
workflows, or are pulled from Dext Prepare.

Stand-alone workflows

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

Go to Workflows and settings > Approval workflows.

Click on the "+" icon on the right.
Enter a name for the new stand-alone workflow.

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

Click on Save to apply your settings, and on Activate to start the workflow.



Types of workflows. Connected workflows

This is how you set up a connected workflow:

1. Go to Workflows and settings > Approval workflows.

2. Select a predefined workflow, for instance, Bill Approval.

3. Add at least one Requester in the Creation / Receive from Dext Prepare step.

4. Specify all approval steps and add users, or type in the email addresses of the Approvers.

5. Click on Save to apply your settings, and on Activate to start the workflow.



Approval matrix

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

ApprovalMax will pull the categories from QuickBooks Online.

6 Approval matrix for the step "Department Approval” DONE\

Knowledge base v How-lo videos v

Approvers Total amount Requester Vendor Product/Service Category Location Class

e A o Over or equal to 1,000.00 Gap Aryy Requesters Anry Vendor Any Producl/Servce Arw Calegory Location matches
should approve if

ophia | Class matct
b Class matches
Owver or eqgual to 1,000.00 GBP Ay Requester Arty Vendor Any ProducU/Service Ay Category Location matches




Copy rules from one user to another

ApprovalMax provides Organisation Administrators with the option to copy rules between
Requesters and Approvers within different steps in the workflow.

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

/X Approval matrix for the step "Managing Directors” DONE \

Knowledge base v  How-to videos v X Hide
Approvers Total amount Requester Vendor Product/Service Category Department
Alex Keselman 000 Over or equal to 10,000.00 Any Requester Any Vendor Any Product/Service Category matches Any Department

‘ :
Add an alternative rule — —
Remove an Approver from the step
Copy rule to user ual to 10,000.00 Any Requester Any Vendor Any Product/Service Category does not match Any Department
S s usD

o}
+

Add an Approver /

£




Sequential approval workflow

With a sequential approval workflow, you can define a sequence of approval steps.

To set one up, click on the "+" icon and assign both a name and Approvers to each step.

X

Kafkaesque Accounting ) Approval workflows » Bill workflow

Bill workflow

How-to videos ~

Bill Creation =y >

Add users authors

Knowledge base ~

ad Lo areate Dills and
submil them for apgroval in ApprovalMax

[ Add a Requester ] EH

= chris@gmail.com

can submat with any existing
Vendor
INVITE

Alex Keselman

can submat with any existing

Verd or

Amelie Thomas
an subm

L with any existing

Dmitri Slavinski
can Subma with any existing

v

Vendor

Franz Kafka

can Subma with any existing

Verndor

Receive from Dext Prepare (o)

All Bills received from Dext Prepare will be
crested in the name of this AppravalMax

Uses.

Learn more

@ Alex Keselman

Setup and training package ~

Auto-approval Step

[ Auto-approval settings ]

Please note: the auto-approval
step is the first step that's
triggered. So, if & request
matches one of the rules
specified in this step, it will be
approved automatically - and

bypass all further approval
steps.

<10 USD
Bill will be sppraved
autamatacally

Tatal amaunk = under 10.00 USD

Utility Bills

Bill will ke appraved
autasmatically o

& under 300.00
USD and Category matches
Utilities

Tatal amournk

[ Add an Approver ] @ @

All v

Apgr oval condition:
alex@gmail.com

should approve if Department
matches "CSM

INVITE

=

chris@gmail.com
should approve if Department
matches "IT"

INVITE

Franz Kafka

should apprave i

DEFAULT APPROVER

@ Alex Keselman

Depariment

matches "Marketing"

A Defaull Appraver & added (o a Step in case
fied

there is no designated Approver spec
fora

[ Add an Approver ] @ @

All v

Approval candition:

Amelie Thomas
should spprove if Total amaount
i5 over ar equal to 3,000.00 USD

and Category matches "Bank

Charges & Fees”, "Contractoes”

Zhanara S.
0 should approve if Total amount
15 over ar @qual to 3,000.00 USD
ancd Category does not match
"Bank Charges & Fees”,
"Cantractors’

DEFAULT APPROVER

[ Add an Approver ]

A Default Approver i added Lo & Slep in case
there % no designated Approver specified

for it

o @ iy

B 5_@ UPDATE THE WORKFLOW

| G - CHEEED - CHED

[ Add an Approver ] ﬁ @

Any of v

Alex Keselman
shoukd approve if Total amaunt

Appraval condition
& over or equal Lo 50,000.00

@
uso
Marco Polo
shoukd approve if Total amaount

< Over or equal to 50,000.00
USD ar Verddar matches
"‘ApprovaiMax” and Category

malches "Contractors”

DEFAULT APPROVER

[ Add an Approver ]

A Default Apgrover is added 1o a step in cas

Foiar < 1
uere o no

y designated Approver Specified

X Hide

Creation in QuickBooks Online

Bilks will e automatically created in

QuaxckBacks Online upon final approval.

-




You can rearrange the order of your workflow steps: just click on the " " symbol at the top of a step
and drag it to the new position. Existing steps will give way so that you can drop it at its new

location.

Kafkaesque Accounting ) Approval workflows » Bill workflow

Bill workflow

Knowledge base ~  How-to videos »

Setup and training package ~

ot S Auto-approval Step x |

Add users autharsed to areate Bills and
submil them for approval in ApprovalMax.

[ Add a Requester ] B3

E chris@gmail.com
can submat with any existing
Vendor

INVITE

Alex Keselman

can submat with any existing
Vendor

Amelie Thomas

can submat with any existing
Vendor

Dmitri Slavinski

Can submat with any existing

Yendor

Franz Kafka

can submat with any existing

@ © e

Vendo

Receive from Dext Prepare &

A Bills received from Dext Prepare will be
created in the name of this AppravalMax

Uses.

Learn more

@ Alex Keselman

[ Auto-approval settings ]

Please note: the auto-approval
step is the first step that's
triggered. So, if a request
matches one of the rules
specified in this step, it will be
approved automatically - and
bypass all further approval
steps.

<10 USD
Bilk will be appraoved
autamatically i

under 10.00 USD

Tatal amaourt &

Utility Bills

Bilf will be appraved
autammatically o

Total amount & under 300.00
USD and Category matches
Ulilities

Rearrange workflow steps

Head of Departments

[ Add an Approver ] @ @

Approval condition:  All v

E alex@gmail.com
should approve i Deparntment

matches "CSM™

INVITE

chris@gmail.com

82 should approve ff Department

matches "I

INVITE

Franz Kafks
should approve off Department

matches "Marketing'

DEFAULT APPROVER

@ Alex Keseiman

A Defaull Approver is added to a step in case
there is no designated Approver specilied

¢
ore

o @ iy

B @ UPDATE THE WORKFLOW

¥ Hide

. JORK - - o i

N::: O
"l v

5

= if Total amount
il to 3,000.00 USD
natches "Bank

", "Contraclors”

& if Total amout
il 1o 3,000.00 USD
loes not match

& F'_‘r:',

ER

added Lo & Step in Lase

Approver specified

[ Add an Approver ] ﬁ @

Approval condition:  Any of v

Alex Keselman
¢ <hould approve if Total amaount

& over or egqual Lo 50,000.00

uso

Marco Polo
shoulkd approve if Tatal amount

= over or equal Lo 50,000.00

USD ar Vendar matches
‘ApprovaiMax” and Category

matches "Contractors”

DEFAULT APPROVER

[ Add an Approver J

A Delault Approver is added 1o a step in case
there is no designated Approver specified

far il

ef
Q

< will e aulomalically creasted o

uckBacks Online upon final approval.




Parallel approval workflow

Approval decisions that are independent from each other are best arranged in a parallel approval workflow.
To set one up, click on the Add an Approver button and enter the Approver's email address.

Please note: a document only gets approved if any of/7all” Approvers make a positive decision. If one of the
Approvers rejects the document, it will be returned to its Requester.

*‘Depending on the approval condition (either any of or all) that was selected for the step.

X Kafkaesque Accounting » Approval workflows » Bill workflow

o o fiy

Bill workflow

R oo - I

X Hide

N\
> > JOR - - s o
Add an Approver @ @ Add an Approver @ @

All v Any of v

Alex Keselman
/] o
¢ shouk! approve if Total amaunt

& Over or equal Lo 50,000.00

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

Bill Creation =9 > | Autoapproval Step NERIER Head of Departments
[Auto—approval settings] P P TR @ @

Apgroval condition:  All v

Add users autharsed to areate Bills and

Bk will e automatically created in

submit them for apgroval in ApprovalMax

Add a Requester | B

g chris@gmail.com

QuackBocks Online upon final approval.
Please note: the auto-approval

step is the first step that's
triggered. So, if & request

Approval condition:

¢ Amelie Thomas
should spprove if Total amount

is over ar equal to 3,000.00 USD

Approval condition

matches one of the rules = alex@gmail.com

specified in this step, it will be should approve if Department

i = matches "CSM
can submat with any existing approved automatically - and

Vendor bypass all further approval INVITE Category matches "Bank uso
B steps. Charges & Fees”, "Contractors®
INVITE P = chris@gmail.com . Marce Polo
<10 USD should approve if Department Zhanara S. shoukd approve if Total amount
, Alex Keselman Bill will be appraved matches T should approve if Tetal amount < over or equal to 50,000.00
' can submat with any existing L INVITE 1% over or equal to 3,000.00 USD USD or Verlar matches
VNG W & under 10.00 USD ant Category does not match "ApprovaiMax” and Category
' Amelie Thomas .y : ° F:""T:‘"‘" . "q-ﬂnk :'Id‘g?‘b & Fees”, malches "Contractors”
. can submat with any existing Urility Bills e "“'"":“"" Je.p;: Lment Caontraclors
Vendor Bill will ke sppraved matches "Marketing DEFAULT APPROVER
i s R DEFAULT APPROVER
Dmitri Slavinski Tatal amount & under 300.00 DEFAULT APPROVER
y can subma with any existing USD and Category matches Add an Approver
Vendor Utilities Add an Approver
Franz Kafka @ S o A Default Apgrover is added 1o a step in case
o can submit with any existing A Default Approver i added Lo & step in case there is no designated Approver Specified

Vet o

Receive from Dext Prepare 8

All Bills received from Dext Prepare will be
creasted in
Uses.

the name of this ApprovalMax

Learn more

@ Alex Keselman

A Default Appraver = added (o a step in case
there is no designated Approver specified
for

there & no desagnated Approver specified
for it

for it.




Approval condition

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

You can choose between two approval conditions:

All and Any of. They determine how many of the

Approvers are required to complete the step — either all
or a certain number of the assigned Approvers.

All is the default condition. When you add a new step, the
approval condition will be set to All

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

a

a
a
a

O

O
O
O

orove, add all your managers to this step and change the
oroval condition to Any of, then specify the number of required
oroval decisions (2). As soon as any two of the assighed managers

orove, the approval step will be completed.

Approval condition

DONE \

It can be selected whether all or only one of the assigned Approvers is required to approve the

request to complete this Approval step. Learn more

All

If this option is chosen, all assigned
Approvers will have to approve the
request in this step

O

Any of °

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

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

Number of approvers |2




Auto-approval step

The Auto-approval step is an additional first step in workflows that's available during trials and Advanced
feature trial periods as well as in Advanced / Premium plans.

In this step, you can enter conditions for the automated approval of requests regardless of any rules
specified in other approval steps or workflow settings.

If a request meets the criteria stated in the Auto-approval step, it will be automatically approved right
away.

Kafkaesque Accounting > Approval workflows » Purchase Order workflow

<D o o (i
B2 -

Setup and training package ~ X Hide

T ()  CHEED CEEED ¢ CIITETNE
SRR RO RO

Appr ovalMax. appeoval
s Appraval conditian All v Approval condition:  All v Approval condison: Any of v PP

Purchase Order workflow

Knowledge base ~  How-to videos ~

Add users autharsed to areate Purchase
Order

Purchase Orders will be autamatically

1vd Submat them lor approval in created in QuickBooks Online upan final

S AERAIL
Add a Requester @ = Dr.s @gmai t‘.on

@ Alex Keselman
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shauld approve f Tolsl amount

there is no designated Approver spedlied
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, Alex Keselman
¥ o
y  should approve otal amount

forie

Add Auto-Approval Rule

Add an Approver <10 USD ©oo Under 10.00 USD Any Requester Any Vendor Any Product/Service Any Category Any Department
A Delault Approver is added 1o & sep in case
there is no designated Approver & hed A Pt 32 . -y N A A : . A
o e i A Defaull Approver is added 10 3 step in case Utility Bills coo Under 300.00 USD Any Requester Any Vendor Any Product/Service Category matches Any Department
10 1L,

matches < over or equal 1o 1,000.00 USD is over or egual 1o 10,000.00
Mex Reseiman INVITE and Category malches “Billable Usp
can submat with any existing - " e

o Cxpense incomea”, "Caontraclors SR X 3
Vendor chris@gmail.com INVITE Dmitri Slavinski
E should approve if Department R should approve if Tolal amount
. Dmitri Slavinski o s p 3 wer of 66 y 10.000.00
matches T veronica@gmail.com is auer of equal o 10,000.00
Y can submat with any existing = z =0
o INVITE should appeove if Total amount Usb .
. = s over or equal 1o 1,000.00 USD X Auto-approval Matrix DONE
= jim@gmail.com and Calegory nat matet DEFAULT APPROVER
0 grprove il Department n e
Billable L3 wame”,
matches "Marketing™ “Contra o
INVITE matches "ApprovalMax Add an Approver Knowledge base v How-to videos v X Hide
INVITE
g A \ Default Approver & added to a step in case
DEFAULT APPROVER AN PO TEL RN . - ‘
; there is no designated Appraver specified Rule Description Total amount Requester Vendor Product/Service Category Department
DEFAULT APPROVER




Approval decision policy

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

have to approve in every single step, or if the approval decision made in the first step is to be applied
also to all other steps.

APPROVAL DECISION POLICY Learn more

If an Approver has been added to more than one step in the request and approves it, this approval should be
applied to:

O All steps at once

@ Only to the current step



Instructions for Requesters

An Organisation’'s Administrator can provide a message that will be shown to Requesters
during the creation of Purchase Orders / Bills / Expenses / Vendors.

/ INSTRUCTION FOR REQUESTERS Learn more\

You can specify a message that will be shown to Requesters when they create a new Purchase Order.
B /7 U3 &

Enter the message text...

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




Hide QuickBooks Online Categories / ltems

ApprovalMax provides Administrators with the option to hide QuickBooks Online Categories /
ltems in the creation form for Purchase Orders / Bills / Expenses.

This setting can be found by clicking on the gear icon in the respective approval workflow.

X Bill workflow settings SAVE

LINE ITEMS Learn more

Available tables in the request:

(® Both Category and Item details tables
O Category details table

O item details table

INSTRUCTION FOR REQUESTERS Learn more

You can specify a message that will be shown to Requesters when they create a new Bill.

Enter the message text...

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




Email to Vendor template

)

Purchase Order workflow settings SAVE \

EMAIL TO THE VENDOR SETTINGS Learn more

Email to vendor section

Select how Email to Vendor section will behave by default

ApprovalMax supports setting up a default email to ® e

O Enabled and checked

th e Ve N d or. O Disabled

Default CC email address

Enter email address of the Organisation to be added as cc

Email addresses for CC option

An Organisation's Administrator can enable and
word a default text for emails to the Vendor in the Sctydeel emalvendr suject ad sy

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

Purchase Order workflow settings.

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

Subject
Purchase Order [PONUMBER] from [COMPANYNAME] and [TOTALAMOUNT] and [SUPPLIERNAME] and [CONTACTPERSONNA...

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

Purchase Order [PONUMBER] from [COMPANYNAME] and [TOTALAMOUNT] and [SUPPLIERNAME] and
[CONTACTPERSONNAME]

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

If you have any questions, please let us know.

\ Thank you /




Activate a workflow

After configuring your approval workflow, click on ACTIVATE THE WORKFLOW in the top right-hand
corner of the approval workflow screen.

If you heed to modify, open the approval workflow again and make the changes, then click on Update.

Please note: if you want the newly made changes to apply also to requests that are already being
processed, use the Restart option to start all running approval workflows anew.

X Kafkaesque Accounting » Approval workflows » Purchase Order workflow

Add an A
Approval cond
aaaaaaaaaaaaaaa Mlex K
= = 2 Jow
.00 USD is aver
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INVITE

DEFAULT APPROVER
DEFAULT APPROVER
@\4 Alex Keselman
Add an Approver
A Default Approver is added Lo a step in case
there is no designated Approver specified }




Workflow version history

Every workflow version has the following data:

. Author
. Creation date
. Version #

By clicking on the clock button, a list of workflow archive versions is shown:

Click on the archived version to see the workflow before the last changes were made.
The workflow's working version is shown at the top of the list and marked as Active.

.AMAX QBO Accountant Organisation » Approval workflows » Purchase Order workflow ¢ 3 @ ”’)

Purchase Order workflow B 5& D | -

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

ApprovalMax supports a tool that allows an Organisation's Administrator / Account Owner to copy a
workflow setup between different workflow types in the same Organisation and between different
Organisations under the same account.

The Copy Workflow tool helps to reduce the time needed for the workflow setup and allows to roll out
additional Organisations / workflows faster.

Please note: the whole workflow setup gets copied from the original workflow to the target workflow and
overwrites it. These changes cannot be revoked.

X AMAX QBO Accountant Organisation » Approval workflows » Purchase Order workflow




The Dext Prepare - ApprovalMax - QuickBooks Online
integration (QuickBooks Online Bills)

Integrating Dext with your ApprovalMax Bill workflow enables Dext to push cost items directly to
ApprovalMax. ApprovalMax will run the predefined Bill workflow for such Bills and, after their final
approval, push them to QuickBooks Online.

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

ApprovalMax then takes care of the automated Bill Approval across multiple authorisation levels.

Bills only enter QuickBooks Online once fully approved, which ensures data security and minimises the
risk of fraud or human error.

DEXE — @avprovamvex — () qUilckbooks.
Online
Pre-accounting Bill matching Approved
data capture and authorisation bill

_ /




The Dext Prepare - ApprovalMax - QuickBooks Online
integration (QuickBooks Online Expenses)

Integrating Dext with your ApprovalMax Expense workflow enables Dext to push Expenses such as
Cash, Check, Credit Card directly to ApprovalMax. ApprovalMax will run the predefined Expense
workflow for such Expenses and, after their final approval, push them to QuickBooks Online.

The pre-accounting tool Dext Prepare extracts automatically the key data from cost items, and sends
it to ApprovalMax.

ApprovalMax then takes care of the automated Expense Approval across multiple authorisation levels.

Expenses only enter QuickBooks Online once fully approved, which ensures data security and
minimises the risk of fraud or human error.

4 . N
DEXL — QapprovaMax — @qmckbooks@

Online

Pre-accounting £ thorisati Approved
data capture Rl Expense

\_ /




Establish the Dext Prepare - ApprovalMax -
QuickBooks Online connection

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

An active subscription / trial

An ApprovalMax Organisation that is connected to a QuickBooks Online Organisation

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

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

X Kafkaesque Accounting > Approval workflows » Bill workflow

s ST _
MEIRM Creation in QuickBooks Onii
Dills will be automatically crested

ﬁDITIONAL SERVICES \
Dext | Prepere =

Approval workflows for Dext Prepare

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

\Leam more /

eeeeeeeee




Establish the Dext Prepare - ApprovalMax - QuickBooks
Online connection

In the fO“.O\X/Iﬂg Wlndow’ Select Select the application with which you want to integrate
ApprovalMax for QuickBooks Online and pem
connect to your Dext Prepare.

Now, select a valid Organisation with an . .
active QuickBooks Online connection Sogrccoming  Sage e
and click on ALLOW ACCESS. T— .

o I Asurf

ApprcwalMax for Surf Accounts

Once the connection has been
established, the relevant QuickBooks v
Online information will be synced to your -

Dext account so that you can pick the 2

respective values in the
drop-down fields.




Configure the default settings in Dext Prepare

Documents that get pushed from Dext to
ApprovalMax will go through the
predefined

Xt | Prepare — s |

Bill workflow if the value Bill has been
selected as the "Publish to" destination;
Expense workflow if the value
Cash/Cheque/Credit Card has been
selected as the "Publish to" destination.

Company

suppie?

Check

Default tax for Costs

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

42



Pulling from the connected Organisation

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

Expense workflow settings

The feature is available for Bills, Purchase
Orders and Expenses and can be f e e e

approval workflow in ApprovalMax?
O Do not pull this document to ApprovalMax

configured by clicking on the gearicon in e
the respective approval workflow.

Note: Administrator will not be notified
about documents pulled from QuickBooks
Online.




Fraud detection

ApprovalMax tracks the changes in a finance
document in QuickBooks Online that are made
after its approval in ApprovalMax.

Trackable changes include modifications
regarding the vendor/payee, product/service,
category, location and others.

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

Expense workflow settings

FRAUD DETECTION — CHANGES MADE AFTER APPROVAL

SAVE

Learn more

Which changes made in QuickBooks Online after the approval in ApprovalMax should trigger the marking as

"Changed after approval” and a notification to the Organisation’s Administrators?

T ] 5 S 1 T

Net total amount{more than 0.1 USD United States Dollar change)
Fayee

Payment details

Product/Service

Category

Location

Claszs

Description (more than 20% difference)

Currency




Manual exchange rate

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

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

X Requester matrix DONE
Knowledge base - X Hide
Requesters Manual Exchange Rate Vendor Product/Service Category Location Class

....... mandato Always mandatory ' m S
e Nikolas Frost Allow to use 3 manual Any Ve 4
omt wath h g D A]
\Ver
: Add a Requester




Date range for Out-of-Office

If an Approver goes on holiday, the Administrator can set a Delegate for that person on the Users
page (Organisation > Workflows and settings > Users)

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

It's possible to specify a date range for the delegation of approvals. If an End Date is stated, the
out-of-office period will be disabled accordingly:.

X  Delegate approvals

Selected Delegate will be approving requests on behalf of Joanna Green unless removed.
Joanna Green will not see any approval requests while Delegate for them is enabled.
Only users who have not delegated their role can be set as Delegates.

DELEGATE START DATE END DATE

e' Nikolas Frost |16 May 2022 22 May 2022 REMOVE




Bill-to-PO Matching

In ApprovalMax, Bill Approvers and Requesters can manually match Bills with initial Purchase

Orders.

The Administrator can activate the Matching feature in the Bill workflow settings.

There are also advanced settings for Bill-to-PO Matching such as the option to allow the
approval of Bills which have not been matched to their corresponding Purchase Order(s).

/ PURCHASE ORDER MATCHING

Enable manual matching with Purchase Orders?

Allow Users to match Bills with Purchase Orders lines

Can a Bill be approved if it is not matched with Purchase Order?
@ Yes, unmatched Bills can be approved
O No, at least one line should be matched to the Purchase Order

O No, each line should be matched to the Purchase Order

Learn more \




Purchase Order closing

When a Purchase Order has been fully approved / matched with a Bill, it can be marked as

closed in ApprovalMax and the status "Closed” will be synced to QuickBooks Online.

To mark a Purchase Order as Closed, Organisation Admin/ PO Requester can click on the

CLOSE PO button.

This status can be reversed, if needed.

<

Purchase Order 1003 to ABC Company

Created in QuickBooks Online
@ . e v CLOSED
DATO
l Switch to Open I
Please note: this request was created directly in QuickBooks Online, without going through the Approval -

y AR 1

QBO

8

Dato ) Purchase Orders ) Approved

Purchase Order 1003
To ABC Company
1,000.00 GEL

Purchase Order 1002
To ABC Company

110.00 GEL

Purchase Order 1003 to ABC Company

ate
17 Oct 2022

CATEGORY DETAILS

Bank charges

Open in QuickBooks Online

SHIPPING DETAILS

Order number

1,000.00

€D QO ® Lo

1,000.00 GEL

CLOSE PO

© APPRO

I
vew ’

Linked

1.000.00

1,000.00 GEL

e

APPROVED




Create and run reports

— QuickBooks Online with Dext » Reports

Sort by: Report name -

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

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

n
Purchase Orders pendmg approval_ Bill approved this month Bilké pending approval Potential fraud detected
Request type s Bill Requesttypeis Bl Request typeis Bill Purchasze Order, Expense
Status is Approved Status iz Open Fraud risk is Some approvers were removed, Autoapproved, Forced by A...

Purchase Orders approved this month
B i ll_s :)e n d i n g a p p rova |_ Purchase orders approved this month Purchasg orders pending approval

Request type s Purchase Order Request type is Furchase Order
Status iz Approved Status iz Open

Bills approved this month
Potential fraud detected K /

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

X QuickBooks Online with Dext » Reports ) Bills pending approval () @ Q

An archive with the audit reports for all requests can be
downloaded as well as the attachment archive for all
req u eSt S \ Eill from ABC Fumiture 30 Aug 2022 30 Sep 2022 CEO zpproval

Download the audit report archive for all requests

Download the attachment archive for all requests

Bill 100367 from AEC Furniture 25 Aug 2022 25 Sep 2022 CEOQ approval Petzr Brown

k Bill 100483 from ABC Furniture 26 Aug 2022 25 Sep 2022 CEOQ approval Peter Brown /

Note: that the option for downloading the attachment
archive for all requests is available under the beta key. If
you are interested in enabling this beta feature for your

ApprovalMax Organisation, please contact us.



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

Create and run reports

ApprovalMax supports reporting at line item level.

You can generate reports with line item details as
well as schedule the report creation and delivery
to selected email addresses.

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

uickBooks Online Demo Environment ) Lineitemreports > Open Bills this month

av
;;‘ p
CCCCCCCCCCCC NCY NAME STATUS ITEM QTY UNIT PRICE CLASS ACCOUNT AMOUNT
es oo 200 - - 00.00
- i — — GEA Ask My Ac 00.00

aaaaaa ng
K Scheduler SAVE
POs pending approval o
Send report to *
nikolas.b.frost@gmail.com

ulyana.kizilova@approvalmax.com

Send report 1o these emails every Every working day (Monday till friday) J
Teveryosy = o oo
Send reportat |2:00 AM Every working day (Monday till friday)

Every week — Monday

Every month — Monday of every 4th week
ADD NEVE RULE Every month — last Monday of 3 month
Every year on 25 December

Custom

\_ /




To make sure that only designhated data is visible
during Purchase Order / Bill / Expense creation, you
can configure individual access rights for Requesters.

Restrictions can be put in place regarding:
- Vendors/Payee (Expense)

. Product/Service

. Category

. Location

. Class

. Payment account (Expense)

. Payment method (Expense)

. Payment type (Expense)

. Customer

Restricted rights for Requesters

Kaftkaesque Accounting » Approval workflows » Bill workflow

Bill workflow

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

Bl Creation D Auto-approval Step

[ Auto-approval settings ]

Add users autharsed o aeate Bills and

subimit them for apgroval n ApprovalMax
Please note: the auto-approval

Add a Requester | EFf

chris@gmail.com

triggered. So, if & request

matches one of the rules =
specified in this step, it will be

approved automatically - and

bypass all further approval

steps.

=2

.ubmit with any existing

Vendor
INVITE
<10 UsSD
Bill will &

Alex Keselman
e approved

¥ can submia with any existing
; autamatcally i
Vendor

Total amaunt & under 10.00 USD

€
' Amelie Thomas ol e
5 can submiat with any existing Utility Bills

Vendor

Dmitri Slavinski
can submat with sy existing

Total & t & under 300.00

amaoun
USD and Category matches

Utilities
€

Franz Kafka
an Submat with any existing
o

for it
Receive from Dext Prepare &

Al Bills received frorm Dext Prepare will be
created in the name of this AppravalMax
User.

Learn more
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DEFAULT APPROVER
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X Hide
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Forced decision

ApprovalMax provides Administrators with the capabillity to force approval decisions.

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

4 N

Force the approval / o \
X Force the decision FORCE THE APPROVAL

Force the rejection

- /

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

w Add a comment




If you have questions, please refer to our
Knowledge Base or fill in the form

For support queries, 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

