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Approvals
Approval workflows provide visibility and control over purchasing 

• Administrators can configure up to 6 levels of approvals. 
Each level of approval can have more than one approver. 
Only one approval is needed at each level.

• Approvers are notified of pending orders through email as 
well as when they log into their Amazon Business account. 

• Requisitioners or Administrators can be designated as 
approvers.

• Only active account users can be configured as approvers. 
• Approvals can be set up at individual group levels by 

navigating to Buying policies > Approvals and then further 
customized for individual users.
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Custom Approval Workflows
To enable custom approval workflows for individual users, the user must first belong to a group in 
which approvals have been enabled and configured. Navigate to the group you are setting approvals 
for then select People in the Members section to find the individual and customize approvals.

david@company.com
• To configure a custom approval 

workflow for an end user, click on 
the Actions drop down to the right 
of their name.

• From this screen, approval 
workflows can be configured that 
will only apply to this single user 

• Once custom approvals have been 
configured for a user, it is indicated 
in the user list under People.
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Approving Orders
Any time an order is routed to you for approval, you will get an email notifying you of the request. 
Purchase requests can be approved directly from the email or by navigating to Approve Orders in 
the top right drop down of your account. 

• Once a purchase is submitted for approval, the order is 
held for 7 days. Approval requests that take longer than 
7 days will be rejected

• If you have multiple orders awaiting approval, you have 
the option to approve or reject them in bulk

• Any time you reject an order, you can send 
comments back to the requisitioner 
explaining why the order was rejected

• When an order is approved, an order 
confirmation email is sent to the 
requisitioner letting them know that their 
order was approved and is now being 
processed by Amazon
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