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Automated PO & Non-PO Invoice Approval Process for Stores 

 

Approval 
Guidelines 

 Email generated from Accounts Payable to Store Manager (e.g., XXX_01MGR). 

 Store Manager to complete the actions detailed in the email and either Approves or Rejects 
the invoice using the links within 24 hours. If not actioned within 24 hours, a reminder email 
will be sent. Recommended Best Practice – Process all approvals as part of “Start of Day 
Process” or “End of Day Check Out Process”. 

 All Non-PO invoices (e.g., window washing, repairs, landscaping, clothing, supplies, etc.) will be 
sent to the Store Manager to approve then automatically escalated to the next level, if 
additional approval levels are required, based on the invoice amount below. 

 

Approval 
Levels 

All Non-PO invoice requests require the following approval levels, depending on the invoice 
amount, and will automatically be escalated to each of the appropriate tiers: 
 

Amount Approval Level(s) Required 

$    0.01 - $300.00 Store Manager Only 

$300.01 - $20,000 Store Manager & Regional Office Manager 

$20,000.01+ Store Manager & Regional Office Manager & VP 
 

 

Automated 
Emails and 
Actions 

Accounts Payable will generate the following email types: 

From:  Dolphin AP Approval 

Subject: Invoice Action Required – Vendor Name & Invoice Number – Record Number 

Approval Type Actions (to be completed via email links) 

Non-PO Approval Required 
1) View Image – Review invoice 

2) Approve – Authorize payment  <or>  Reject – Provide reason 

Missing Goods Receipt 
1) GR Creation – Perform the goods receipt 

2) Approve – Authorize payment  <or>  Reject – Provide reason 

Missing Goods Receipt + Pricing 

1) GR Creation – Perform the goods receipt 

2) View Image – Validate the pricing 

3) Approve – Authorize payment  <or>  Reject – Provide reason 

Pricing Approval 
1) View Image – Validate pricing 

2) Approve – Authorize payment  <or>  Reject – Provide reason 

New Vendor/Invoice Approval 

1) View Image – Review invoice 

2) Approve – Authorize payment  <or>  Reject – Provide reason 

3) Use Regularly and/or $599.99+ – Provide vendor W-9 

Shipping Cost Approval 
1) Review PO – Validate shipping costs 

2) Approve – Authorize payment  <or>  Reject – Provide reason 

 
IMPORTANT NOTE: Reduce your inventory variance rate by eliminating mismatches or 
discrepancies when ordering & receiving. If completed accurately and efficiently, many of the 
emails above won’t be required. 
 
ExecuStar will not be receiving your product if you follow the correct procedures. 

 



Non-PO Invoice Process 
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Guidelines The Store Manager is responsible for taking the necessary actions detailed in the email from 
Accounts Payable for proper processing. 

 
 

Non-PO 

Step 1: 

Open email and complete the necessary actions. 

 

 
 

Non-PO Invoice Approval Email Example 
 
 

 
 
 

 
Continued on next page 
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Continued from previous page 

 

Step 2: After selecting Approve or Reject from the previous email, a new window opens to respond, as 
directed, to Accounts Payable. 

 
 
Approve link automatically generates the following email: 
 
 

  Select Send. 
 

 

 
 
 
 
 

 
OR 
 
 
 
Reject link automatically generates the following email: 
 
 

  Select Send. 
 

 

 
 
 
 
 

 
A reminder email will be sent if one of the above actions has not been completed within 24 hours.  
 

If no action is taken from the reminder email within 24 hours, the approval request will be returned 
back to AP for reprocessing resulting in extra work and delayed payments. This new system 
provides tracking on invoice approvals that do not get actioned, so be sure to respond promptly to 
requests.   

 
 



PO Invoice Process 
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Guidelines The Store Manager is responsible for taking the necessary actions detailed in the email from 
Accounts Payable for proper processing. 

 
 

PO 

Step 1: 

Open email and complete the necessary actions. 

 

 
 

PO Invoice – Missing Goods Receipt Email Example 
 
 

 
 
 

 
Continued on next page 
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Continued from previous page 

 

Step 2: After selecting Approve or Reject from the previous email, a new window opens to respond, as 
directed, to Accounts Payable. 

 
 

Approve link automatically generates the following email to review, add notes (optional), and Send: 
 

 
  Select Send. 
 

 

 
 
 
 
 
 

 

OR 
 
 
 

Reject link automatically generates the following email to review, add notes (required), and Send: 
 

 
  Select Send. 
 

 

 
 
 
 
 
 

 
IMPORTANT NOTE: 

A reminder email will be sent if one of the above actions has not been completed within 24 hours for all PO 
invoice approval requests. 
 
If no action is taken from the reminder email within 24 hours, the approval request will be returned to Accounts 
Payable for reprocessing and follow-up resulting in extra work, inventory inaccuracies, and delayed payments. 
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Guidelines The Store Manager is responsible for taking the necessary actions detailed in the email from 
Accounts Payable to ensure proper processing of the following other types of approvals. 

 

Other PO Invoice Email Examples & Callouts – Follow Same Procedures (Steps 1 & 2) 
 
Missing Goods Receipt + Pricing 

 
 

 
Pricing Approval 

 
 

Continued on next page 
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Continued from previous page 

 

Other Non-PO & PO Invoice Email Examples & Callouts – Same Procedures (Steps 1 & 2) 
 
New Vendor/Invoice Approval (Non-PO Invoice) 

 
 
 

 
Shipping Cost Approval 

 
 

 

Contact For questions or further instructions, please contact Accounts Payable. 

 

 


