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How Can a Customer Create a Workflow 

 

1. Log in as super user 

 

2. Go to My Profile and click on My Profile 

  

 
 

3. Select the option Manage User Permissions Profiles 

 

 
 

4. Click on CREATE A NEW PERMISSION PROFILE 

 

  
The form to create a new permission profile appears.  
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5. Fill out the form as follows: 

* Profile Name = name of the profile (in this example authorization initial 

approver) 

* Per Order Limit = not to be filled out 

* Approval Limit = enter the maximal amount the initial approver is allowed 

to approve. In this case he is allowed to approve orders up to   

            € 20.00. 

Now click on ADD. 
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6. Create a 2nd permission profile by following the same steps as before. 

 

 

 
 

Once the above is done, you can create the workflow.  
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7. Go to my My Profile and click on My Profile 

 

 
 

8. Next, click on Workflows 

 
 

9. Click on CREATE A NEW WORKFLOW 

 
 

10. Now the form appears in which you can create the workflow. Fill it out as   

            follows: 

 Workflow Name: fill out the name you want to give to the workflow. 

 Select: Sequential Release. 
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Fill out the approval levels.  

Level 1: fill out the name of the initial approver. This should always be 

regular user. 

Now fill out the remaining approval levels. All need to be regular users.  

Enter the name of the final approver under Max Tier. This is the person that 

makes the final decision about whether or not an order is placed.  

This can only be a super user. 

Click SAVE A WORKFLOW to complete the process. 
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11. As soon as the workflow is created, it will be added to the overview of the 

workflows.  

 

 
 

12. Now go to Edit Active Users  

 

 
 

Select the user for whom you want to create the workflow.  

As you can see below, there is no workflow yet.  
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13. Click on EDIT  

 

14. You now enter a screen where you can link an authorization profile or 

workflow. For this login name, select APPROVE ALL at the authorization 

profile. This ensures that al orders over € 0,01 are forwarded for approval.  

Workflow Template: choose “TEST” 

They can be found by clicking on SEARCH. 

Do not fill out anything in Single Approver. 

 

 

Now the window below will appear. Click on UPDATE.  

 

 
 

15. Verify your changes by looking under Workflows/Approvals:   
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16. Now we are going to link a user to the workflow. Go to Edit Active Users.  
 

 
 

An overview of login names appears. 

 

As you can see the window below is not filled out. 

 
 

17. Click on EDIT to adapt this.  

 

 
 

18. Fill out the following information: 

authorization profile: First Approver 

select a workflow: here you are to select the workflow you have created 

            In this case: Test. You can find this workflow by clicking on Search once 

more. The field ‘authorizer’ is to remain empty. 

The screen now reflects the below, now click on UPDATE. 
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19. Check whether everything went well by clicking open the ’+’ 

Workflows/Approvals. The screen now reflects the below.  

 
 

The workflow now is arranged correctly.  

The customer can place an order.  

 

 

 

The screenshots below are shown to the shopper when placing an order.  

 

The products are placed in the shopping cart and the order is completed.  

The customer now sees: send for approval. 
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When the customer clicks the button they will see the following message on 

ODO: 

 
 

They will also receive the following e-mail: 

 
 

 

REGULAR USER 

 

An order has been placed by REGULAR USER and it was sent for approval. 

REGULAR USER1 is the first approver and will receive the following e-mail. 
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           If you use cookies, you can also approve by e-mail.  

 

 
 

 

 

Click on the order number and scroll down to approve or cancel the order. 
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After approving the order you will receive the following e-mail:  

 

 
 

The order now has been sent for approval to the final decision maker. 
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ODO authorizer 

 

The order has been approved by the first approver and the final approver has 

received an e-mail.  

 

 
 

 

           If you use cookies, you can also approve by e-mail.  

 

 

 
 

 

He now can select each order and opt either approve or cancel.  

Order specifics can be viewed by clicking on the order number.  
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As soon as the order is approved an e-mail is sent.  

 

 

 


