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1 Application Overview 

Acumens Document Approvals Management extends standard Microsoft Dynamics Business Central 

Document Approvals by introducing the features below: 

• Mandatory Approval comments before sending for approval. 

• Mandatory Attachments before sending for approval. 

• Dynamic Approval Levels. 

• Alternate Approvers per approval level. 

• Allow shipping/receipting before sending for Approvals. 

• User Defined Notifications. 

This feature is extended for the following documents: 

• All Standard Sales Documents. 

• All Standard Purchase Documents. 

• General Journals. 

• Item Journals. 
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2 System Requirements 

Acumens Document Approvals Management extension for BC365 supports all BC365 deployment 

scenarios and imposes no additional requirements nor restrictions on the standard system requirements 

for BC365. 

Acumens Document Approvals Management requires Microsoft Dynamics 365 Business Central version 

14.00 or later and works with all BC365 clients (Dynamics NAV Web Client, Dynamics NAV Tablet Client, 

Dynamics NAV Phone Client (in a Browser) and Dynamics NAV Universal App)  
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2 Setups 

Acumens Document Approvals Management has three main setups. 

 

Acumens Documents Approval Setup-This is the main setup, used to activate the application and set up 

the dynamic captions for each level of approval. The setup also activates the default configurations of 

approval documents. 

 

Once the user launches the setup page the application will automatically be enabled. The user populates 

the custom approval levels. 
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Acumens Documents Approval Configuration-It allows the user to edit how many levels a document 

goes through during the approval process. 

 

Notification Setup-This setup allows the administrators to set up the preferred notification method for 

users. The setup is done in the Approval User Setup. The user clicks on the Notification Setup and 

selects the preferred notification method. 
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The Setup is per user, users who are not setup will not receive notifications. 

 

 

 

 

A sample Role Center Notifications 

 

 

A sample Email notification 
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3 Usage 

3.1 Role center and Dashboard Cues: 
Below is the Document Approvals admin user role center. 
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3.2 Comments and Attachments 
Approval comments and Attachments are mandatory before sending the document for approval. 
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3.3 Dynamic Approval Levels: 
The setup below is used to define the dynamic approval levels. 

Defined Levels: 

 

Defined levels per Document: 
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Example: 

Sales Order has one defined approval level. 

Document with Pending Approval 
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Released Document: 
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3.4 Alternate Approvals per Level: 
An approval level can have more than one approver. The approvers can be all users in the level or 

alternate i.e. any of the users can approve and it closes the level. 

When Approval level is not alternate, its required that both approvers approve. When one approves, the 

other entry/entries remain open. 
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When Approval level is alternate, either of the approvers can approve and document is released. The 

other approval entry/entries are cancelled. 
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3.5 Allow Shipping/Receipting before Approval: 
This allows for shipping or receipting of stock before approval is done or completed. Standard Microsoft 

Dynamics Business Central does not allow this for a document with an active approval workflow. 

This feature is implemented as below: 

i. Unapproved SRO–Allow Receive 

ii. Unapproved SO–Allow Shipping 

iii. Unapproved PRO–Allow Shipping 

iv. Unapproved PO–Allow Receive 

 

Example 

Sales Order: 

Release Sales Document: 

 

 

Post shipment: 



Page 20 of 21 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Page 21 of 21 
 

3.6 Notifications: 
User can be set to receive document approval notifications as email, note or both based on their 

preferences. 

 

 

Sample email notification: 

 

Sample Role Center Note notification: 

 

 

 

 


