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Introducing AP 
Invoice 
Approvals

B A R B A R A  A N D E R S E N  A N D  M A S O N  E D W A R D S  

Disclaimer
A  F E W  T H I N G S  F I R S T

This presentation is for information only. 
Evaluate risks before acting based on ideas from this presentation.

This presentation contains opinions of the presenters.
Opinions may not reflect the opinions of AccountingWare.

This presentation is proprietary.
Unauthorized release of this information is prohibited.
Original material is copyright © 2023 AccountingWare.
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Barbara
Andersen

C u s t o m e r  Su p p o r t

Mason
Edwards

C u s t o m e r  Su p p o r t

• AP Invoice Form & Workflow 

• Setup

• Approval History 

• Self-Serve

• Security & Next Steps

Agenda
H E R E ’ S  T H E  P L A N
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• Reduces Risk of Error & Fraud

• Audit of Invoice Approval

• Identify Approval Delays

• Increase Control and Transparency

Why use Invoice Approval? 

Invoice Approvers 

Should be responsible for:

• Reviewing invoices submitted to them for approval.

• Making informed judgments about the reasonableness 

of those invoices.

• Approving or disapproving in a timely manner via 

ActivityHD or Self-Serve. 
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Introducing AP Invoice Approvals

Approval 
Stages

1
Approval 
Hierarchy

2
Approval 
History

4
Approvals with 

ActivityHD & 
Self-Serve

3

• Dept

• Status

• Submit

• Approval Amount

• Approve Icon

AP Invoice form
N E W  A P P R O V A L  F I E L D S
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New A P Invo ice  A p p rova l  F ie ld s

New A P Invo ice  A p p rova l  F ie ld s
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Set up & Workflow
D E P A R T M E N T S  A N D  O P E R A T O R S
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LEVEL 4/Master 
BARBARA

Introducing AP Invoice Approval Levels

LEVEL 1
SHAUN

LEVEL 3
LORI OR GRANT 

T H E  A P P R O V A L  H I E R A R C H Y

LEVEL 2
STEVE
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Invoice Approval Status

Blank

Prevents 
ApprovalsHold

Disapproved

Occurs 
during
Approval 
Process

Ready

Defaults to 

Blank 

Initiates 
Approval 
Notifications

Approved

Occurs 
during 
Approval 
Process

A P Invo ice  A p p rova l  S t ages
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Approval Status

The Different Approval 

Stages of the invoices

More Statuses!
A P P R O V A L  S T A T U S  V S  I N V O I C E  S T A T U S

Invoice Status

Natural Progression of 

invoices through 

ActivityHD 

• New – Default, for new Invoices. With this status they can be 
deleted or merged.

• Hold – Cannot be merged. This status is a merge hold.
• Outstanding – Merged non-Commitment invoices with a balance 

are set to this can be paid or voided cannot be deleted.
• Paid – Merged invoices are set automatically to Paid when 

balances goes to 0. Can be voided if payments has been voided. 
Cannot be deleted.

• Committed – Merged Commitment Invoices are set to Committed 
not Outstanding or Paid.

• Voided – Invoices are set to Voided automatically by Void 
process. Cannot be deleted or Paid.

INVOICE STATUS
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How to Approve an Invoice in  ActivityHD

Approval Status Ready  
E M A I L  N O T I F I C A T I O N S
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AP Approval [mp4]

https://accountingwarestorage.blob.core.windows.net/marketing/2023 InterActiv/AP APPROVAL VIDEO.mp4
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Approval Status Ready  
E M A I L  N O T I F I C A T I O N S

Approval History
S O …  W H A T ' S  T H E  S T O R Y ?
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APPROVAL HISTORY
W H E R E  C A N  Y O U  S E E  A P  I N V O I C E  A P P R O V A L  H I S T O R Y ?  

1

AP Invoice > Approval 
History Tab2

Approval History Folder View 3

Approval Icon > History

APPROVAL HISTORY
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A P  I n v o i c e  A p p r o v a l s
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AP Invoices Approval HD Pane Columns
N E W  H D  P A N E  C O L U M N S

New Built-in Filters
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Self-Serve Modules

Purchasing 2

AP Invoice Review & Approval3

Payroll1
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Benefits of Using Self-Serve for 
Approval Process

• Allows for non-ActivityHD users to be a 
part of the approval process via the 
Web-Only user option

• Focused on providing all the relevant 
required information

• Clean Presentation of Invoices & Data

Self-Serve:  Invoice Standard View
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Self-Serve:  Invoice Approval View

Self-Serve:  Invoice Approval View
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Self-Serve:  Invoice Approval View

Self-Serve:  Invoice Approval View
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Step 3 Access to the Payment Information

Step 2 Access to the Invoice

Step 1 Department Operator

Security – AP Approvals
L A Y E R E D  S E C U R I T Y

“Purely hypothetical 
situation...”
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Next Steps…
A P  I N V O I C E  A P P R O V A L S

• Purchasing Package

• Shared Approval Configuration

• Purchasing “Light”

• Implementation & Training

• Define approval hierarchies

• Establish workflow

• Security setup for approvers

• Self-Serve setup

• Self-Serve

• Hosted on Aspire

• Personal Webserver and Domain

• User Setup

T H A N K S  F O R  J O I N I N G !

Introducing AP 
Invoice Approvals
Mason Edwards & Barbara Andersen

support@accountingware.com

https://accountingware.com/help 
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