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What is Approval Express

This software simplifies the approval or rejection of JDE purchase orders using a desktop pc.
Users no longer have to sign onto the corporate network or sign onto JDE to approve or
reject their purchase orders. The process is as simple as opening an email attachment and
pressing a couple of buttons.

Further, this can easily be extended to include the approval of other document types such as
invoices, or expenses.

Purpose

This document provides users of approval express with detailed instructions on how to use
the approval express software on your desktop.

This document will explain how to both approve and also reject a purchase order using
Approval Express on your desktop.
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Processing an Approval Request

All approval requests will be emailed to you, and so you will first be aware that a JDE
document requires approval when you receive an email on your desktop.

Inbox - Microsoft Outlook

I File Edit View Go Tools Actions  Help Type a question forhelp |+

PainNew | S 3 2K | CaReply C M Replyto Al C o Forward | HisendiRecsive ~ | 2Find 4 | @) Type a contact tofind [ | @)

Favorite Folders B, |t [} @ From Subject Received Size A
(2 1nboxc in Chris Gray '] @ AEX Server XE Your review and approval is required for OPO0010181 Wed 18/02/200917:34  10KB F
L tvead Malin Cheis Gray (1 1D BEX Server ¥E ¥our review and approval is required For OPODD10131 Wed 18/02/2009 17:02 10 KB

| For Follow Up in Chits &ray (1 10 Chris Lewis ‘Wed 18/02/2009 0251 2ME v &
[1=4] Sent Items in Chris Gray

All Mail Folders Your review and approval is required for OP00010181

= €6F Mailbor - Cheis Gray 2 AEX Server XE
(@ Deleted Items (11¢ ¥

L7 Drafts

] l:m 1) Attachments: @x-r\mdevice-OPUDDIUISIUDZDD.AEX (6 KE)
5@ Tk E-mai i document reguires your review and approval.
(3} Outbox

[ Sent Ttems
@ [ Search Folders
& = archive Folders
WAl Chris Grav

Once you have received emails, you should use your desktop to open and review your
emails in the normal way. When you receive a request to approve a purchase order the
email will look similar to the following

5 Ackions Help

Reply - Reply to Al (3 Forward | - SendiReceive - | 2pFind (9% | [ Tyoe acontact tofind . |

B | [y @ From Subiect
] - 10 AEX, Server XE Your review and approval is required for OPDO010181 Thls emall Indlcates that YOU have a JDE
(=3 10 AEX Server HE ‘four review and approval is required For OPO0D10181 pu rchase Order (docu ment type OP,
== document number 10181) that requires
Il Your review and approval is required for OP00010181 your a pproval .

Il AEX Server XE
To: Chris Gray
Attachments: @x-rlmdeVICE-OPUUUIUIEIUUZUU.AEX (6 KB}

L docurent reguires your review and approwval.

In order to either approve or reject the purchase order, you will have to open the
attachment. Double click on the attachment to open the document.
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You will then be presented with the details of the purchase order as follows

i x-rimdevice-OP0001018100200.AEX - OrderDetails

File Edit Wiew Help
K 4
Dacument Details
Order OPODO O &1 Supplier 859042 Bruce's Bicycle
Company 00200 Ship Ta G058 ‘Wastermn Manuf/Dist Center < Header details
Date 17/02/2009 HoldCode 2N
Curency IS0
Status A document ready to be approved/rejected
ﬂ| Item # | Item Desciption | Item Desciption ... | Item Desciption ... [uantity | Uit Cost | Line
1 EO880 ... Bolt-BG .. Balk-8G ... Finigh, Mechani... 500 5000 :
2 EB0336 ... Bracket, Bottom .. Bracket, Bottom ... 500 2500 <+—3+—4—— Detail lines
3 T4ETIT ... Liquified Petrole...  Liquified Petrole... 1000 1.0000 1C
4 B0370 .. ThreadedRod ... Threaded Fod .. 126 2.0000 :
TOTAL: 1€
< b3
Ready ML

The purchase order header details are detailed in the top half of the screen, and the detail
lines are summarized towards the bottom half of the screen. You may have to use the scroll
bar to view additional information contained in the detail lines.
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Approving a Purchase Order

To approve the purchase order, select the green tick as shown below.

Approve purchase order

i x-rimdevice-0P0001018100200_AEX - OrderDetails

File Edit Wiew Help
)R ®
] N

Docurnent D etails

Qrder OPOooDIOT& Supplier 853042 Bruce's Bicycle

Compaty 00200 Ship Ta B053 ‘Western Manuf/Dist Center

Drate 170242009 Hold Code  2M

Currency  JSD

Statuz A docurnent ready to be approved/rejectad
tl| Itern # | Itermn Desciption | Itern Desciption #1 | Itern Desciption #2 | Quiantity | L
1 E0380 Balt - BG Balt - BG Finish, Mechanical G akvanized 500
2 E0396 Bracket, Bottom ... Bracket, Bottom 500
3 FAETEY Liquified Petrole...  Liquified Petroleun Gas 1000
4 EB0370 Threaded Red ... Threaded Rod 126

You will be taken to a confirmation screen, where you will be allowed to confirm the approval

of the purchase order.

Please confirm that you wish to APPROVE this document

Approve | Cancel |

To approve the purchase order, select the
‘Approve’ button. Upon successful
approval you will be returned to the

original email

If you do not want to approve the
purchase order at this time, select the
*Cancel’ button. This will take you back
to the main screen

Upon confirmation approval express will automatically close. The purchase order has now

been approved and JD Edwards will be updated.
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Rejecting a Purchase Order

To reject the purchase order, select the red cross as shown below.

Reject purchase order

i x-rimdevice-0P00010183100200_AEX - OrderDetails

File Edit Wiew Help
| R ®
} N

Docurnent D etails

Qrder OPOooDIOT& Supplier 853042 Bruce's Bicycle

Compaty 00200 Ship Ta B053 ‘Western Manuf/Dist Center

Drate 170242009 Hold Code  2M

Currency  JSD

Statuz A docurnent ready to be approved/rejectad
tl| Itern # | Itermn Desciption | Itern Desciption #1 | Itern Desciption #2 | Quiantity | L
1 E0380 Balt - BG .. Bolt-EG Finish, Mechanical G akvanized 500
2 E0396 Bracket, Bottom ... Bracket, Bottom 500
3 FAETEY Liquified Petrole...  Liquified Petroleun Gas 1000
4 EB0370 Threaded Red ... Threaded Rod 126

You will be taken to a confirmation screen, where you will be allowed to confirm the rejection
of the purchase order.

You will be asked to enter a reason why

you are rejecting the purchase order.
Reject 3l Type a short message giving the reason
for rejection. Please note that the reason

Please confirm that you wish to REJECT this document i X .
for rejection is mandatory

Reject | Cancel |

Enter the reason for rejection To reject the purchase order, press the

| *Reject’ button. Upon successful

rejection you will be returned to the
original email

If you do not want to reject the purchase
order at this time, select the *‘Cancel’
button. This will take you back to the

main screen

Upon confirmation approval express will automatically close. The purchase order has now
been rejected and JD Edwards will be updated.
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Viewing Approval History

You may view previous purchase order approvers by selecting Approvers from the view
menu. This option will be grayed out if there are no previous approvers.

fe e-0P000DT101 8700200, A OrderDeta L1
File  Edit Help
[ g | w Toobar /| X | B |@|
v Shatus Bar
~ Docume TR
Order Order Text pplier 259042 Bruce'z Bicycle
Change Order Text
Compaiy pTo B058 Western Manuf/Dist Center
L ate 170242009 HoldCode  2W
Currency  USD
Status A document ready to be approved/rejected
t‘ Itemﬂl Itern [esciption I Item Desciption ... I Itern Desciption ... | E!uantityl it Costl Line
1 GO830 ... Bolt-BG ... Bolt-BG ... Finigh, Mechani... 500 A000 i
2 EB0396 ... Bracket, Bottor ... Bracket, Bottomn ... 500 .2R00 1
3 F4EFIY ... Liquified Petralz...  Liguified Petrale... 1000 1.0000 10
4 BO3F0 .. Threaded Rad ... Threaded Rod . 126 20000 :
TOTAL: 1f

< i ] =

[ [ [~z

Previous approvers will be displayed.

Approver History

| Approver Mame | Decizion I Drate |
Johr Smith Approved 1840242009
Sue Jornes Approved  18/02/2009

Once you have finished reading the approval history, press the *OK’ button to close this
screen.
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Viewing Order Text

To view the order text select the *(Order Text)’ icon, located at the top of the screen.

& x-rimdevice-0P0001018100200.AEX - OrderDetails

File Edit Yew Help P
-
v 17
Document Details \/
Order OrPa0o 018 Supplier 8h9042 Bruce's Bicycle
Company 00200 Ship To B058 ‘western Manuf/Dist Center
Date 17/02/2009 Hold Code 2N
Curmrency  LISD
Statuz A document ready to be approved./rejected
ﬂ| Itern # | Itern Desciption | Itern Desciption ... | Itern D escipin ... [uaritity | Uriit Ciangt | Line
1 0880 .. Balt-BG .. Bolt-6G Finizh, Mechani... 500 5000 :
2 0396 ... Bracket, Bottom ... Bracket, Battom .. 500 2500 1
3 TAETTY ... Liquified Petrole...  Liquified Petrole. .. 1000 1.0000 1
4 (0370 .. ThreadedRod .. Threaded Flod .. 126 20000 :
TOTAL: 1t
< >
Ready TLIR

Order Text

Details of the order text associated with the purchase order will then be displayed on the

screen.

QOrder, Text
Extra Text for Order

Mews order for materials required at our western
distribution centre

Mest Line |

oK

5

Once you have finished reading the order text, press the *OK’ button to close this screen.
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Viewing Additional Line Text

To view the additional line text select the *(Order Text)’ icon, located at the top of the

screen.

& x-rimdevice-0P0001018100200.AEX - OrderDetails

File Edit Yew Help P
-
v 17
Document Details \/
Order OrPa0o 018 Supplier 8h9042 Bruce's Bicycle
Company 00200 Ship To B058 ‘western Manuf/Dist Center
Date 17/02/2009 Hold Code 2N
Curmrency  LISD
Statuz A document ready to be approved./rejected
ﬂ| Itern # | Itern Desciption | Itern Desciption ... | Itern D escipin ... [uaritity | Uriit Ciangt | Line
1 0880 Baolt - 6G Balt - 6G Finizh, Mechani... 500 5000 :
2 0396 Bracket, Battom ... Eracket, Bottorn .. 500 2500 1
3 TAETTY Liquified Petrole...  Liquified Petrole... 1000 1.0000 1
4 (0370 Thieaded Rod ... Threaded Flod ... 126 20000 :
TOTAL: 1t
< >
Ready TLIR

Order Text

Details of the order text associated with the purchase order will then be displayed on the

screen.

QOrder, Text
Extra Text for Order

Mews order for materials required at our western
distribution centre

&

i MestLine |/<

LELCY

Next Line

The additional line text can be obtained by pressing the *Next Line’ button located on the

bottom of this screen.
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Once you have pressed the ‘Next Line’ button, the additional text attached to each detail line

with be displayed.

Order Text
Extra Text for Detail Line 1

Reguired as we have nutz but no bolts

{Frev line’]  MestLine |

X

Ok

To cycle through the text for each detail line, use the *Prev Line’ and *‘Next Line’.

Order Text
Extra Text for Detail Line 3

Required gas bottles

Prrevy Line|

X

ok

Once you have finished reading the additional line text, press the *OK’ button to close this

screen.
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Viewing the Version of Approval Express on the desktop

To view the version of approval express software, press the ‘question mark’ located at the
top of the screen.

& x-rimdevice-0P0001018100200.AEX - OrderDetails

File Edit Yew Help
. ?| | Version
Document Details \_/
Order OrPa0o 018 Supplier 8h9042 Bruce's Bicycle
Company 00200 Ship To B058 ‘western Manuf/Dist Center
Date 17/02/2009 Hold Code 2N
Curmrency  LISD
Status A document ready to be approved/rejected
ﬂ| Itern # | Itern Desciption | Itern Desciption ... | Itern D escipin ... [uaritity | Uriit Ciangt | Line
1 0880 .. Balt-BG .. Bolt-6G ... Finish, Mechari... 500 5000 :
2 0396 ... Bracket, Bottom ... Bracket, Battom .. 500 2500 1
3 TAETTY ... Liquified Petrole...  Liquified Petrole. .. 1000 1.0000 1
4 (0370 .. ThreadedRod .. Threaded Flod .. 126 20000 :
TOTAL: 1t
< >
Ready TLIR

A dialog box will be displayed detailing the version of approval express

About ApprovalClient E|
H ApprovalClient Yersion 2.7.0
Mail Werzion : Mapi

Copyright [C] Eeoley Mill Software Ltd 2000 - 2008

Press the 'OK’ button to close this screen.

Page 11 of 16



e

F =
a beoley mill soffware
—

Windows Desktop User

Closing Approval Express on the Desktop

To close approval express, click the red cross at the top right of the Approval Express
window.

& x-rimdevice-0P0001018100200.AEX - OrderDetails

File Edit Yew Help
. 7
Document Details
Order OrPa0o 018 Supplier 8h9042 Bruce's Bicycle
Company 00200 Ship To B058 ‘western Manuf/Dist Center
Date 17/02/2009 Hold Code 2N
Curmrency  LISD
Statuz A document ready to be approved./rejected
ﬂ| Itern # | Itern Desciption | Itern Desciption ... | Itern D escipin ... [uaritity | Uriit Ciangt | Line
1 0880 Baolt - 6G .. Bolt-6G Finizh, Mechani... 500 5000 :
2 0396 Bracket, Battom ... Eracket, Bottorn .. 500 2500 1
3 TAETTY Liquified Petrole...  Liquified Petrole... 1000 1.0000 1
4 (0370 Thieaded Rod ... Threaded Flod ... 126 20000 :
TOTAL: 1t
< >
Ready TLIR
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Password Protection during the approval process.

If password protection is turned on, you will be prompted to enter a password before you
can approve the purchase order.

Please confirm that you wish to APPROVYE this document

Approve | Cancel |

Enter Password

Change Password |

Enter your password in the textbox indicated. Then press ‘Approve’

If you omit or enter an invalid password you will be presented with the message

ApprovalClient §|

L ] "_n. You have entered an invalid Passwaord,

You will not be allowed to approve the Purchase Order until a valid password is entered.

Select OK’ to close the warning message and continue.
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Password protection during the rejection process

If password protection is turned on, you will be prompted to enter a password before you
can reject the purchase order.

Reject §|

Please confirm that you wish to REJECT this document
Heject | Cancel |

Enter the reason for rejection

Enter Password

Change Password

Enter a reason for rejection (mandatory). Enter your password. Then press ‘Reject’.

If you omit or enter an invalid password you will be presented with the message

ApprovalClient §|

L] E ou have entered an invalid Password,
[

You will not be allowed to reject the Purchase Order until a valid password is entered.

Select OK’ to close the warning message and continue.
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Changing your password

If password protection is turned on, you can change your password at any time.

Please confirm that you wish to APPROVYE this document

Approve | Cancel |

Enter Password

Change Password |

To change your password, from either the (Approve) or the (Reject) screens press the
‘Change Password’ button located roughly in the middle of the screen.

You will be taken to the following screen

Change Password E|

E nter your old pazsword

Enter your nevw pazzword

Repeat your new paszwaord

|
k. | Cancel

You will be prompted to:

1. Enter your old password
2. Enter your new password
3. Enter your new password again to confirm.

Select the OK’ button, located in the bottom part of the screen, to confirm the password
change and continue.
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When does my new password take affect

If you change your password, the new password details are sent back to JD Edwards and
stored in the database (encrypted).

Any new purchase order approval requests that you receive will require you to enter the new
password.

Please note that existing purchase order approval requests that you already have in your
email inbox will still be configured to use/accept your old password.
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