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Setting Order Limits (Managers Only)
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Under Order Approval Information, toggle 
Yes. Then set up either a Single Order Limit, 
Monthly Order Limit or both. When these 
limits are exceeded by the Purchaser, the 
system will only let the Purchaser save the 
orders as Pending. A Manager will then 
need to log into the catalog and 
Approve/Submit the orders to production. 
The user must also be set up with a 
Purchaser role for these limits to be set.

The Manager will receive an email from the 
Purchaser notifying them that an order is 
Pending. Then the Manager must log into the 
catalog and go under Waiting On Approval > 
Pending Orders. All Pending Orders will be 
displayed with their status. Click on 
Edit/Approve to open the order and then 
simply click on Submit to send the order to 
production.

Manager logs into catalog and goes 
under Account Info > Users > Manage 
Users or Add Users. Under Manage 
Users, they find the user and click on 
Edit or they go to Add User and simply 
set up a new user with spending limits.

3 When the Purchaser logs into their catalog 
and submits and order, the system will check 
their order limits. If the Purchaser exceeds the 
single or monthly order limit, the system will 
only allow the Purchaser to save the order as 
Pending. Then the Purchaser will receive an 
email with the order details. The Purchaser 
needs to forward that email to the appropriate 
Manager so they can log into the system and 
Approve/Submit the order.
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