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Authorisation during absence 

 

It might occur that the shopper/approver is not available, for instance 

due to sickness or holidays. In that case a “Proxy Approver” can be set 

up, so a colleague can approve the orders.  

How to set up a Proxy Approver.  

 

1. The approver logs in using his own login data.  

  
2. Subsequently one goes to My Profile under My Profile. 
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3. The approver goes to “order settings” and clicks on Proxy 

Approver Info. 
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4. You will be shown the screen below: 

 
  

If the Status is set to Active (away from office), proxy approval has 

been set up. In the example above orders are forwarded to ODO Myra-

Bella. 

Inactive: this means that there is no proxy approver set.  
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5. If the approver wishes to cancel proxy approval, simply check 

Inactive and click UPDATE. 

  
 

 

 From that moment on, orders placed will not be sent to the proxy-

approver for authorization.  

 

6. In case the approver wants to set a proxy, please check the box next to 

Active (away from office). Click on Select to determine who the 

orders will be forwarded to and click on UPDATE. 

 

The Proxy Approver will now be active.  

 

 

 

What E-mails Does the Proxy Approver Receive?  

 

Both the approver and proxy approver receive an e-mail with approval 

request. They are practically identical with the exception of a few of 

the buttons.  
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They look as follows:  

E-mail Approver: 

 
 

E-mail Proxy Approver: 

 


