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Summary  

With document approvals, customers can define limitations, such as purchase, request, and credit limits or salesperson/purchaser approval requirements. Each user is assigned 
an approver who can approve documents from that user. Once the approval has been sent within Microsoft Dynamics NAV 2009, SMTP e-mail can be used to notify approvers 
that a document is waiting for their approval. Upon receiving the document, approvers can approve, reject, or delegate the approval. Delegating sends the approval to another 
predetermined substitute approver. Administrators can also delegate to the substitute approver if the initial approver is out of the office. 

Overall, the document approvals functionality ensures that: 

 The most qualified approver approves documents. 

 Costly mistakes are minimized. 

 Customers can trust that approvals are being carried out through an official approval flow. 

 Bottlenecks in the approval flow are avoided. 

 

 

Microsoft Dynamics NAV 2009 
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Personas 

Alicia - purchasing agent 
Phyllis - accounting manager  
Kevin - salesperson  
Susan - order processor 
Stan - president small business  
Administrator - power user 

Technologies 

Microsoft Dynamics NAV 2009 

Microsoft Office Outlook 2007 
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1. Demo Scenario 

In most companies, different people have different roles in document approvals. An administrator or systems implementer is responsible for setting up document approvals. 
Once setup is complete, there are people working in both the sales department and the purchasing department who use document approvals. The demonstration illustrates 
how this feature facilitates the approvals process for these employees in both sales and purchasing.  

The sales order processor routinely uses document approvals to confirm information with the relevant salespeople and for orders that might exceed her limits. In the sales order 
approval scenario, the order processor creates a sales order that requires salesperson/purchaser and limit approval. She sends the order to a senior salesperson at CRONUS, for 
approval, and then the salesperson reviews and approves the request. 

In the purchase quote approval scenario, the purchasing agent has negotiated a purchase with the vendor CoolWood Technologies. In her negotiations, she has received a 5% 
discount. She creates a purchase quote and uses the Record Links feature to attach a document containing the quote from the vendor. The document is then sent to her manag-
er for approval. Her manager reviews the quote, decides that CRONUS should negotiate a higher discount, and consults with the company president, who rejects the approval. 
Her manager adds a comment to the rejected approval request, which the purchaser reviews. Based on the information from her manager, the purchaser can then renegotiate 
the deal with CoolWood Technologies. 
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2. Demo Setup 

This demonstration is designed to run on Microsoft Dynamics NAV 2009. Note that the screen shots shown in the demonstration script only correspond 100% if the script is 
performed from beginning to end, as described. They also only correspond if the demonstration is done using a clean copy, one without any prior transactions, of the Cronus 
International Ltd. demonstration database. 

You may have multiple instances of Microsoft Dynamics NAV 2009 running at the same time to help demonstrate the Document Approval functionality.  

Important: This demonstration works best if you use the provided Virtual PC image, which has users, profiles, logins, and permissions configured for you. The screenshots in the 
demonstration script are based on a Virtual PC image. The instructions and steps in the script assume you are using the Virtual PC image.  

 Add and set up users with permissions manually 
1. Add users. To add users on a computer running Windows Vista with User Access Control enabled, start the Classic client with administrator privileges. To do this, 

right-click Microsoft Dynamics NAV Classic with Microsoft SQL Server in the Start menu, and then select Run as administrator. 
2. From the Tools menu, click Security, and then click Windows Logins. 
3. Click in an empty row and type the user's login in the format TheirDomain\TheirUserName, and press TAB to add the user. Add the following user names: 

User ID Name Role 

ADMIN Administrator  Power user 

ALICIA Alicia  Purchasing agent 

PHYLLIS Phyllis  Accounting manager  

KEVIN Kevin  Salesperson  

SUSAN Susan  Order processor 

STAN Stan  President, small business  

4. Select the user and click Roles. 
5. Select the SUPER RoleID, press TAB to commit the information. Do the same for each new user you have added, and then close the form.  
6. From the Tools menu, click Security, and then click Synchronize All Logins. 
7. Close the application. 

 

 Add and set up a salesperson to the RoleTailored client for Microsoft Dynamics NAV 2009  
1. In the Start menu, open Microsoft Dynamics NAV 2009. 
2. In the navigation pane, click Departments, and then click Sales and Marketing. 
3. Click Sales, and under Lists, click Salespeople. 
4. In the Action pane, click New and create a new salesperson by entering the following information on the Salesperson card: 

Code: KE 

Name: Kevin 

Commission: 5% 

5. Click OK. 
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6. In the navigation pane, click Departments, and then click Sales and Marketing. 
7. Click Order Processing, and under Lists, click Customers. 
8. Double-click customer 10000 to open the customer card. 
9. In the General FastTab, in the Salesperson Code field, select Kevin from the list. 
10. Click OK. 

 

 Create a Microsoft Word document 

1. Save a sample Microsoft Office Word document to your Desktop or another accessible location. This document is used to demonstrate linking from records, and 

does not have to contain any specific information. Save it as Example Quote. 

 

 Set up the application. 
1. Set Regional and Language Options -- Format: English (United States) 
2. Set Microsoft Dynamics NAV Language: English(United States) 
3. Set Microsoft Dynamics NAV Work Date: January 28, 2010 

 

 Set up profiles and Role Centers. 
Note: Profiles and Role Centers are set up for you if you use the Virtual PC image for the demonstration. Setting up Role Center profiles is only necessary if you ma-
nually set up the demonstration. 

1. In the navigation pane, click the Departments button.  Click Administration and then click Application Setup. On the Application Setup page, click RoleTailored 
Client, and then click Profiles. 

2. Right-click the profile you want to highlight and then click Edit. 
3. Select the Default Role Center check box and click OK. 
4. Restart the application. 
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3. Demo Map 

SCENE SCENE TITLE VALUE PROPOSITION DESCRIPTION 

4.1 Setting up and viewing users and con-
straints for sales and purchase document 
approvals 

It is easy to set up Document Approval with Microsoft 
Dynamics NAV 2009. A power user or administrator 
can define users and approvers, set user credit, pur-
chase, or request limits, and set up the application to 
use or modify approval templates 

The administrator at Cronus is a power user. One of his 
responsibilities at Cronus is to ensure that the IT systems 
are operating normally and to set up the document ap-
proval process for users and approvers.  

4.2 Setting up SMTP notifications to support 
document approvals 

Setting up document approvals to automate the 
process of requesting an approval is straightforward. 
Test the approval process on a single machine before 
setting it up for all employees. You can set approval 
limits for the users and designate and customize the 
templates to be used for approvals. The final step is to 
set up notifications to alert users when an approval is 
ready for consideration. 

The administrator sets up SMTP and notification selection. 

4.3 Sending a document for approval With Microsoft Dynamics NAV 2009, users can routine-
ly use the document approvals feature to confirm the 
entered information with the relevant salespeople and 
for orders that might exceed limits.  

For the approver, Microsoft Dynamics NAV 2009 easily 
exposes these approval requests through the Microsoft 
Outlook pane. 

A user sends a sales order document for approval and 
receives approval in return. 

4.4 Delegating and rejecting approvals When an employee cannot approve a transaction due 
to limits specified in the system, Microsoft Dynamics 
NAV 2009 facilitates the document approval process. It 
allows senior managers to review and provide guidance 
on transactions For example, if a purchase arises that 
exceeds limits the system can provide a mechanism for 
final approval. 

A user sends a document for approval, a purchase quote. 
The approver delegates the approval to another person. 
The approver rejects the approval and informs the user 
about required changes via comments. 
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4. Demo Script 

4.1 Setting up and viewing users and constraints for sales and purchase document approvals 

SCENE OPENING:  

The administrator has been asked to set up document approvals for Cronus Ltd. He is able to easily and quickly set up approvals, limits, and substitute approval providers and 
he can print this information for his managers to review. He does the setup in Microsoft Dynamics NAV 2009 in the new RoleTailored client. 

TALKING POINTS CLICK STEPS SCREENSHOTS 

The administrator sets up users for 
document approvals by entering users 
and their constraints into Microsoft 
Dynamics NAV 2009.  

Use the User Setup table to set up who 
should approve (or reject) specific 
documents, set maximum sales or pur-
chase amounts that a person can ap-
prove, and designate a substitute ap-
prover for someone who is out of office.  

In the Approval User Setup window, the 
administrator defines: 

User IDs 

Approver IDs 

Sales Amount Approval Limit 

Purchase Amount Approval Limit 

Request Amount Approval Limit 

Substitute 

1. Log in as Administrator. 
2. In the navigation pane, click Depart-

ments, click Administration, and then 
click Application Setup.  

3. Click Document Approval, and under 
Tasks, click Approval Setup. The Ap-
proval Setup window opens. 

4. In the Action pane, click User Setup. 

5. Fill in the information as shown in the 
screenshot. 
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He can easily test his setup by running 
the Approval User Setup Test report. He 
can check the setup for each user, cross 
referenced by approval type.  

1. In the Action pane, click Approval User 
Setup Test.  

2. In the User ID field, enter the ID for 
Alicia. 

3. In the What To Test field, enter All. 

 

 

The administrator can use the Approval 
User Setup Test report to verify the 
entered information against what has 
been requested by his management. 
Sean can print out these reports and 
give them to managers for approval.  

 

1. Click Preview. The Approval User Setup 
Test report opens. 

2. Close the report. 

3. Close the Approval User Setup window. 
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The administrator enters himself as the 
administrator, a due date for approvals 
and selects the Request Rejection 
Comment field. This allows him to send 
overdue e-mails and require users to 
enter comments on document approv-
als that they have rejected. This gives 
approvers the chance to clarify their 
decisions to employees creating docu-
ments.  

1. In the Approval Setup window, on the 
General FastTab, enter the following in-
formation: 

Due Date Formula: 3D 

Approval Administrator: Administrator 

2. Select the Request Rejection Comment 
check box. 

3. Click OK to close the Approval Setup 
window. 

 

The administrator enables specific 
documents for approval. In the approval 
templates window, he can enable pre-
defined templates or customize new or 
existing templates to fit Cronus’ needs.  

 

1. In the navigation pane, click Depart-
ments, click Administration, and then 
click Application Setup.  

2. Click Document Approval, and under 
Lists, click Approval Templates. The Ap-
proval Templates list opens. 

3. In the Action pane, click the Actions 
button and then click Edit List. 

4. In the Enabled column, select P-QUOTE 
and S-ORDER. 

5. Click OK. 

 

SCENE CLOSING: 

Setup can be done by either a Partner or by a customer, depending on the skill level at the customer firm. Most customers prefer that a Partner sets up document approvals 
and then it is maintained by their own staff. 
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4.2 Setting up SMTP notifications to support document approvals 

SCENE OPENING:  

The administrator has now completed the basic document approvals setup. He now begins setting up SMTP e-mail notifications. 

TALKING POINTS CLICK STEPS SCREENSHOTS 

The administrator uses the Approval 
Setup window to set up SMTP e-mail. He 
can select the notification types that can 
be sent with Microsoft Dynamics NAV 
2009. In this case, an SMTP e-mail noti-
fication will be generated every time an 
approval is required or when a rejection 
or delegation takes place.  

 

1. In the navigation pane, click Depart-
ments, click Administration, and then 
click Application Setup.  

2. Click Document Approval, and under 
Tasks, click Approval Setup. The Ap-
proval Setup window opens. 

3. In the Notification FastTab, select the 
following check boxes: 

Approvals 

Rejections 

Delegations 

 

  

The administrator opens the SMTP Mail 
setup and enters information for 
Cronus, after which document approval 
setup is complete. 

1. In the navigation pane, click Depart-
ments, click Administration, and then 
click IT Administration.  

2. Click General, and under Tasks, click 
SMTP Mail Setup. 

3. In the SMTP Mail Setup window 

4. Fill in the information as shown in the 
screenshot. 

  

SCENE CLOSING: 

Microsoft Dynamics NAV 2009 uses Windows login features to support the SMTP setup. It also provides tools for testing in a one machine environment. 
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4.3 Sending a document for approval 

SCENE OPENING:  

Susan, the sales order processor, gets a phone call from a customer, The Cannon Group PLC. The contact person at the company wants to place an order for 10 Athens Desks. 
Susan creates a sales order that requires salesperson/purchaser approval.  

TALKING POINTS CLICK STEPS SCREENSHOTS 

Susan creates a new sales document 
and enters the information for the cus-
tomer and order.  

Sales orders at Cronus require the ap-
proval of the salesperson responsible for 
the relevant account.  

 

1. Log in as Susan, the order processor. 
2. In the Order Processor Role Center, in 

Activities, click the New Sales Order cue. 
3. Fill in the Sales Order window. In the 

General FastTab, enter the following: 

Customer: 10000 

In the Lines FastTab, enter the following: 

Type: Item 

Item: 1896-S 

Quantity: 10 
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The total of this order is above Susan’s 
limit, so she is required to send this 
document for approval.  

 

1. In the Action pane, click Post. 
2. A warning message indicating the need 

for approval displays. 

 

Susan sends for approval of the sales 
order. Her manager, Kevin, is set up to 
receive the request for approval. 

1. In the Action pane, click the Actions 
button, click Functions, and then click 
Send Approval Request. 

2. Click OK to close the window and to send 
the approval request. 
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Kevin checks e-mail in Microsoft Out-
look and sees that there is a document 
waiting for approval.  

Typically, Kevin would access his e-mail 
via the Microsoft Outlook pane. 

In this example, Kevin has permission to 
grant approval both in his salesperson 
role and due to his approval amount 
limits.  

For more information on these options, 
select the field, and press F1 for Help. 

 

1. Log in as Kevin, the salesperson. 
2. In the navigation pane, click Depart-

ments, and then click Sales & Marketing. 
3. Click Order Processing, and under Lists, 

click Approval Entries. 

 

 

From the Approval Entries window, 
Kevin can view all documents awaiting 
his approval and make an informed 
decision by reviewing each sales order 
in detail. 

The order is acceptable, so Kevin ap-
proves the order.  

1. In the Action pane, select the approval 
entry related to the sales order, and click 
Document to open the sales order. 

2. Click OK to close the sales order.  
3. In the Action pane, click Approve. 
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Susan can view the status of her ap-
proval request in her Approvals Request 
Entries window. She can see that the 
document has been approved and she 
can proceed with her job.  

 

1. Log in as Susan, the order processor. 
2. In the navigation pane, click Depart-

ments, click Sales & Marketing, and then 
click Order Processing. 

3. Under Lists, click Approval Request En-
tries. 

 

SCENE CLOSING: 

Microsoft Dynamics NAV 2009 makes it simple to do document approvals. The feature provides the ability to have alternate approvers, and provides a mechanism to add 
comments as needed to the process. Microsoft Outlook can be used to alert approvers when there are pending approval requests.  
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4.4 Delegating and rejecting approvals 

SCENE OPENING:  

Alicia has negotiated a purchase with the vendor CoolWood Technologies. In her negotiations, she has gotten a 5% discount. She creates a purchase quote and using the 
Record Links feature, she attaches a Microsoft Word document containing the quote from the vendor. The document is then sent to the Accounting Manger, Phyllis, for ap-
proval.  

TALKING POINTS CLICK STEPS SCREENSHOTS 

Alicia has negotiated a discount with 
CoolWood Technologies and enters the 
details of the agreed price into a pur-
chase quote. 

She sends this document for approval 
due to her amount limits; she knows 
that her manager will want to see the 
details of her agreement with Cool-
Wood Technologies. 

1. Log in as Alicia, the purchasing agent. 
2. In the navigation pane, click Purchase 

and then click Order Processing.  
3. Under Lists, click Purchase Quotes. 
4. In the Action pane, click New.  
5. Fill in the Purchase Quote window. In the 

General FastTab, enter the following: 

Vendor number: 30000  

In the Lines FastTab, enter the following 
information: 

Type: Item  

No.: 1896-S  

Quantity: 15 

Line Discount Percent: 5 
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She has received the quote from Cool-
Wood Technologies and has placed the 
document on a SharePoint site. She uses 
Record Links to attach the document to 
the quote.  

1. In the Action pane, click the Actions 
button, and click Links. 

2. In the Links window, click the Actions 
button, and click New. 

3. Enter a link address for the Microsoft 
Word document you have created. Use 
Search to locate the document. 

 

 

Alicia can now send the document for 
approval. 

1. In the Purchase Quote window, in the 
Action pane, click the Actions button, 
click Functions, and then click Send Ap-
proval Request. 

2. Click OK. 
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Phyllis can view the approval request in 
her Approval Entries window.  

 

1. Log in as Phyllis, the accounting manager. 
2. In the navigation pane, click Purchase 

and then click Order Processing.  
3. Under Lists, click Approval Entries. 

 

 

Phyllis can see that Alicia has included 
the quote document from the vendor. 
She can view this document and use the 
information in her decision-making 
process. She decides that she does not 
have enough information regarding this 
particular vendor to make an informed 
decision and decides to delegate to 
Vince.  

 

1. In the Action pane, select the approval 
entry related to the purchase quote, and 
click Document to open the purchase 
quote. 

2. In the Action pane, click the Actions 
button, and click Links. 

3. Close the Links window and the Purchase 
Quote window. 
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Phyllis adds a comment to the approval, 
asking the company president if he 
thinks Cronus could get a better deal. 

1. In the Approval Entries list, select the 
approval entry, and in the Action pane, 
click Comments. 

2. Enter a comment and then click OK. 
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Phyllis automatically delegates the ap-
proval to Stan, who is her predefined 
substitute approval provider  

 

1. In the Approval Entries list, select the 
approval entry, and in the Action pane, 
click Delegate. 
 

 

Stan, the president, views Phyllis’s 
comment and thinks that it should be 
possible to get a better discount.  

 

1. Log in as Stan, president. 
2. In the navigation pane, click Purchase 

and then click Order Processing.  
3. Under Lists, click Approval Entries. 
4. In the Action pane, click Comments. 
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Stan decides to reject this approval. 
When he clicks Reject, the Approval 
Comments window opens. This is be-
cause administrator set up the system 
to require a comment for rejections of 
document approvals.  

Stan offers his feedback and closes the 
Approval Comments window. The 
document is now rejected and his input 
is recorded.  

 

1. Click Reject.  
2. The Approval Comments window opens.  
3. Enter a comment, and click OK to close 

the window. 

 

Alicia checks her Approval Request En-
tries as part of her daily tasks and no-
tices that the document for the quote 
from CoolWood Technologies has been 
rejected. She can also see that there is a 
comment regarding the document.  

 

1. Log in as Alicia, the purchasing agent. 
2. In the navigation pane, click Depart-

ments, click Purchase, and then click Or-
der Processing.  

3. Under Lists, click Approval Request En-
tries. 
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Alicia can see that Phyllis had a question 
regarding the document and delegated 
the approval to Stan; he rejected her 
approval request. She can use the feed-
back from Stan to renegotiate the deal 
with CoolWood Technologies and to use 
the new terms to resubmit the docu-
ment for approval.  

 

1. Select an Approval Request Entry and in 
the Action pane, click Comments. 

2. Click OK to close the window. 

 

SCENE CLOSING: 

Microsoft Dynamics NAV 2009 supports the document approval process in many areas of the product, including purchasing and sales. The application makes it easy to highlight 
those transactions that require higher level review. When necessary, the review can also be delegated. All along the way, the review process permits for the attachment of 
supporting documents and for comments. 

 

DEMO SCRIPT CLOSING: 

This demonstration illustrated the ease with which you can set up Microsoft Dynamics NAV 2009 to make document approval routine and easy. The demonstration showed the 
setup process, and then walked through two common scenarios. In one, a sales order processor sought approval for an order for which the amount was outside her normal 
authority to complete. Approval was granted. In the second scenario, a purchasing agent sought approval for a quote for which a discount was included. The initial approver 
had questions, and delegated the final decision to the company president. He rejected the quote, and provided additional guidance and suggestions for continued negotiations. 
All along the way, Microsoft Dynamics NAV 2009 provided notifications of pending requests through the Outlook pane, and provided a way to include comments and support-
ing documents. 
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