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CashFlow Complete allows you to customize approval workflows, helping you to maintain 
separation of duties and reduce potential fraud. You can control which bills need approval 
by whom and when based on your business' needs. To set up approval workflows, you must 
be enrolled in either the deluxe bill pay or premium packages. Before you set up approval 
workflows, you first need to ensure your additional users or collaborators are set up. If you 
need help, check out the additional user collaborator setup video.  

To start, you'll want to review the bill approval workflow options and update, as needed. To 
access the bill approval workflow, go to settings, select bill approvals under payables, then 
navigate to the edit icon in the right corner. First, you'll decide if changes are allowed on 
bills and vendor credits during or after they are approved. The three options in which to 
choose are:  

Option number one, changes are not allowed. No changes can be made once the bill or 
credit is approved by any one of the approvers.  

Option number two, allowed until every approver has approved. Changes are allowed on 
the bill or credit until approved by the final approver.  

Or option number three, allowed any time. You can make changes to the bill or credit at any 
time until you pay the bill or apply the credit.  

Next deal you’ll decide if bills can be paid without approval or not. 

Option one. Bills are routed for approval and are ready to be paid when approved. This 
setting will ensure that the online banking administrator is not reminded to pay bills until 
after the bills have been fully approved.  

Option number two, bills don't need approval and are ready to be paid once entered into 
CashFlow Complete. This setting allows you to pay bills as soon as you create them. No 
approvals are needed. You can also choose up to three default approvers. These approvers 
will be auto filled on future bills, however, they are not mandatory approvers. To set up 
mandatory approvers, you want to create an approval policy which we will review shortly. 
Once you've made the necessary updates to the bill approval workflow, click save.  



Before reviewing how to create an approval policy. Let's take a look at creating an approval 
group. Approval groups offer the option to set up a group where approval is only required by 
one of the individuals in that group. To set up an approval group, go to settings, then choose 
approval groups under payables, then select new. Next, name the group and add a 
description of the group, if applicable, then click Save. Select up to ten users to include in 
the group, then save.  

If you need to make changes to the approval group, go back to the approval group page, 
then click on the name of the group. To change the name or description, click the edit icon. 

If you need to delete the group, choose the trash can. If you need to edit the group 
members, select edit group members, then add or remove the individuals from the list by 
selecting or un-selecting the members, then save the update.  

Now let's review how to create an approval policy for your business. You can set up an 
approval policy to require individuals to approve any bill or vendor credit based on a dollar 
amount. 

You can require a minimum number of approvers, specific approvers, or both. If you create 
a bill or vendor credit and try to save without the approvers listed on the policy, if the 
amount falls within the requirements, you will not be able to save the bill or credit. An error 
message will tell you the current policy being applied and which approvers are required. To 
create a policy, go to settings, select bill approvals under payables, then select new next to 
policies.  

On the new policy page set the following. In the dropdown, choose if this policy is for bills 
or vendor credits, enter the dollar amount under greater than or equal to, this sets the 
amount in which approval is required. So for example, if we set this to $5,000, any bills 
$5,000 or more will have an approval requirement. 

Enter the minimum number of approvers required to approve bills, then select the 
mandatory approvers from the dropdown or choose an approval group, if established. 
You'll also have the option to add a new approver on this page. Once you've added all the 
details for the new approval policy, click Save. To edit or delete a policy, select the policy 
name then either choose the edit icon or trash can to delete.  

With the ability to add additional users and create approval workflows, you can collaborate 
easily and efficiently. You'll have increased security, full control and visibility over the end 
to end approval process, ensuring that each user has the right access and role without the 
additional risk of access to your organization's bank account. 
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