
 

 

Transaction approval flow  

Poster >> Approver (Advanced level) >> Signatory 
1. Login as Signatory, Navigate to Admin → Define new user and define posters / approvers. 

 

 



 

 

 

 

2.  Once all the internal users are defined, navigate to Admin → Limit management. 

 

 

 

 

 

 

 

 

 

 

 



 

 

3. Under Limit Management → Select Personal Approval Limits. 

 

4. All the approvers will be displayed here and the limits will be displayed as zero by default 

 

 

 

 

 

 

 

 



 

 

5. Edit and define the limits for each approver. 

 

 

 

 

 

 

 

 



 

 

6. Once limits are defined for each approver, define approval level. Navigate to Admin → Approval 

rule management. 

 

7. Select Approval Level and define the number of levels. It can be 1 step approval, 2 step approval 

or Advance approval. For advanced level, assign the approvers to each level and complete the 

set up. 

 



 

 

 

 

8. Add Rule, Select the financial txns to be given access and select the rule for approvers. If each 

level has 1 approver and we need all the approvers to approve the txn, then select 1 in each 

level and complete the set up 

 



 

 

 

 



 

 

 

Approval level and rule set up is completed.  

Below is the flow for approving the transactions. 

1. Once Poster has initiated a transaction, it will be available in approval queue for all users in 

Pending status. Only the authorized users (Approver and Signatory) will be able to act upon the 

transactions. 

 



 

 

 

2. Path for Approvers will show the approver name with whom the transaction is pending. As each 

approver authorizes, the next level approver will be able to act upon the transaction. 

 

 

 



 

 

 

3. Once all the approvers authorize the transaction, it will be available for signatory to approve. 

 

 

4. Signatory logs in and approves the transaction.  Transaction in the queue is now approved and 

executed. 

 

 



 

 

 

 

 


