
Set Up Approvers and Approver Groups 

Step 1 - Specify Approver Security and Data Access
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Elements shaded blue are links.
Click to follow the link.

Role objects are:
Approval (requisitions)
Approval Admin (approve all 
requisitions)

ChkRqstApproval
ChkRqstApprovalAdmin
(approve all check requests)

InvApproval (approve invoices)
InvApprovalAdmin (approve all 
invoices)

VendorApproval
VendorApprovalAdmin (approve 
all vendors)

These five process flows cover approvals for requisitions, check requests, 
invoices, and new vendors.

Journal Vouchers approvals are in a separate process flow.

Go to Step 2

1

Specify Approver
Security & Data 

Access

Find assigned user role

Find role definition:
Work in Administration > 

Administration > Roles

Find role object: 
Invoice Approval  

Set to Modify or > 

Find assigned user data 
profile

Work in Administration > 
Administration > Users > 

Edit > User Roles tab

Find data profile:
Work in  Administration > 

Administration > Data Profiles

Assign org, dept,
asset location, etc. to data 

profile as needed. 



Identify Approver 
and Approver’s 
Scope in User 

Profile

2

Work in Administration > 
Administration > Users > 

Edit > User Roles tab
User is: Invoice, Requisition,  

JV, Vendor Approver

Set User is …... 
Approver

Assign Approver 
Buddy

Specify notify action
Work in Administration > 
Administration > Users > 

Edit > Approver Limits tab

Set up user can now be 
assigned as approver 

group member or direct 
approver 

Go to Step 3

From
Step 5

Set Up Approvers and Approver Groups 

Step 2 - Identify Approver and Approver’s Scope
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No

3 

Yes

Yes

Set Approver’s      
Max Approval Limit 

& Save

Add User to an 
Approver Group

Add user
to approver

group?

No
Approver group 

exists?

Edit Approver 
Group

Assign user:
Approver 

Group Users 
> New

Create
Approver 

Group

Enter header 
info for

new group.

Do you need 
manual invoice 

distribution 
review? 

Yes Enter User Name in 
Final AP Distribution 

Direct Approver

Enter approver’s 
User ID

Submit

Restricted
Orgs?

Restricted Orgs 
tab: Select Orgs

Yes

No

Save

Save

Go to Step  4Another 
approver?

Yes No

No

Set Up Approvers and Approver Groups 

Step 3 - Add User to  Approver Group
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User can be assigned as 
Direct Approver



Finish Setup

Set 
Notification 
for  Owner 

Set Reason 
Codes for 
Approve/

Reject

4

Assign 
Approver 

Group

Work in Administration > 
Administration > Users > 

Edit > notify fields

AP/MM > Tables > Reason for 
Approval/Rejection > New

Adds Reasons

Done with 
Setup

and

and

Approver group can be 
assigned to users, vendors, 

requisitions, JVs, and 
invoices.

Set Up Approvers and Approver Groups 

Step 4 - Finish Approver Setup
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Go to Step 5
Follow 

Approvals 
Flow



Approver opens 
queue; reviews 

document  

Accounts Payable > Invoicing > 
My Invoice Approval Queue

Menu > Review Invoice

Approve?

Yes

No

No

Approver selects: 
Reject & enters 

Reason Code

Message to 
Approver: 

Available for 
Review 

Approver selects: 
Approve & enters 

Reason Code

More 
approvers?

Go to Approver 
Buddy for review

Yes

Yes

System selects 
next approver 

No

Is approver Out 
Of Office?

Approver
Buddy has 
reviewed?

Document 
(invoice, req, 

vendor) enters 
approval 
process

Message to 
owner: 

Rejected

Approval 
Group?

Route to 
approver with 

lowest dollar  limit

Yes

No

end

No

Yes

Message to 
owner: 

Approved

Approval Flow

5

Has 
approver 
approved 
already?

Skip 
approver

Yes

No

Assign Approver 
Buddy

Approver 
Buddy 

assigned?

Yes

No

Go to Step 2

Set Up Approvers and Approver Groups 

Step 5  - Logical Flow Of  Invoice, Check 
Request, Requisition, New Vendor  Through 

Approvals
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end

Approver 
with
next 

highest
$ limit
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