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Screenshots

The UX design of ADITO is continuously 
optimised for you. Therefore, there may be 
deviations in the screenshots.



▪ Overview Approval workflow

▪ Approval roles

▪ Approval workflow in the modeler

▪ Example process: Approval in the offer

▪ Approval workflow in the offer

− Request approval

− Approver of the 1st approval instance

− Approver of the 2nd approval instance

− Request approval again after rejection

− Offer status in the approval process

− Automatic activities

− Cancel approval process

Agenda
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Overview

Approval workflow

Use cases for the approval workflow can be, for example

▪ An offer exceeds a budget limit and must be approved by a higher-level instance. 

▪ The review of offers should be based on the dual control principle.

▪ When processing a critical service ticket, a higher-level instance must check before a response is sent to the 
requester.

Prerequisite for being able to use the workflow : 

▪ The “Approval workflow” must be added in the “Workflow definition” context.

▪ The approvers in the 1st and 2nd instance must be assigned the corresponding role.
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Context „Workflowdefinition“
Add workflow

Execute the action
„Standard  workflows“. 

1

An overlay opens. Execute 
the “Add all” action here. 

2
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Approval roles
Specialist administration: Role assignment for approval roles

To define someone as an approver in 
the approval process, the roles “Sales 
manager” and “executives” are used. 

The role “Sales manager” is assigned 
to employees who are to issue 
approvals in the 1st instance. 

The role “executives” is assigned to 
employees who are to issue approvals 
in the 2nd instance.
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Approval workflow in the modeler
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Offer writer

Request approval Workflowtask: approve offer

Offer Status: Open

Status: To check

1st Approval instance 2nd Approval instance

Workflowtask: approve offer
(2nd approval)

Offer

Status: Approved

Activity: „Offer has been approved“

Offer

Status: To check

Activity : „New approval request“

Offer

Activity: „Offer has been declined“

Notification

Offer
Status: Approval

denied

Status: Approved

Activity: „ Offer has been approved“

Offer

Activity: „ Offer has been declined“

Notification

Offer
Status: Approval

denied

approved

rejected

2nd approval necessary

approved

rejected
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Approval workflow
Request approval

Start the approval workflow by executing the 
“Request approval” action. The system 
confirms that the workflow has been started 
and sets the status of the offer to “To check”.
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Approval workflow
Approver of the 1st approving instance receives the request

In the “First approval” dashlet, users with the 
“Sales manager” role can see all offers that 
need to be approved in the 1st instance.

As an approver
Select the offer (1) and execute the 
“Approve/deny” action in the preview (2).

1

2
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Approval workflow
Approver of the 1st approving instance processes the request

If you execute the “Approve/deny” 
action, a SmallEdit opens.

You can approve the offer.

You can approve the offer and 
request final approval from a 
colleague with the role 
“executives”.

You can reject the offer.
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Approval workflow
Approver of the 2nd approving instance receives the request

In the “Second approval” dashlet, users with 
the “executives” role can see all offers that 
need to be approved in the 2nd instance.

As an approver
Select the offer (1) and execute the “Approve/deny 
(2. approval)” action in the preview (2).

1

2
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Approval workflow
Approver of the 2nd approving instance processes the request

If you perform the 
“Approve/deny (2. approval)” 
action, a SmallEdit opens.

You can approve the offer.

You can reject the offer.
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Approval workflow
Request approval again

If the approval is rejected, you 
can make changes to the offer 
and request approval again.
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Approval workflow
Offer status

Open: The approval has not yet 
been requested.

To check: The 1st or 2nd 
approval has been requested 
but not yet processed.

Approved: The approval was 
granted.

Approval denied: The approval
was rejected.

Sent: The offer has been sent to 
the customer.
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Approval workflow
You can also see whether the offer has already been approved or not in the “Activities” tab.



17

Approval workflow
Cancel approval process

If the approval workflow has been started, you will find the action “Cancel approval process”. 
If you execute the action, 

▪ the system confirms that the approval process has been canceled (1) and

▪ the system displays a notification about the termination to the user who started the 
approval workflow (2).

The workflow cannot be restarted for this offer.

1

2



18

Approval workflow
Cancel approval process

In addition to the notification, an 
activity is created in the offer.



This document is subject to copyright protection. You may use the contents for the 
intended purpose, such as an ADITO training course or an ADITO project (in particular, 
you may also save and reproduce them), but you may only change them, pass them on 
to third parties, publish them or use them for other purposes after consultation with 
ADITO.
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