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Document Approval 
 
A document workflow system has been added to the Gold Document Storage system.  This 
has been designed to remove the necessity to move and use paper for authorisation and to 
problem solve issues surrounding the original document. 
 
Workflow 
Invoices and other documents received can be scanned externally or emailed in to the 
document store.  Depending on the document type they can be filed immediately or held 
pending approval. 
 
Invoices (or credits etc) can be electronically released for processing by an authorised 
person thus replacing the manual signature or stamp required on a paper document. 
 
This means, for example, that a fixed asset invoice could be presented to an authorised 
person for approval, before it is entered in to the system.  Other invoices could be posted to 
the Purchase Ledger without initial approval but held pending payment authorisation, if 
larger than a specified value, before they are released for payment. 
 
On posting the invoice into the system, if any issues are found which prevent completion, the 
document can be forwarded to an appropriate person to resolve the issue.  For example, 
where a GRN has not yet been input against the order thus preventing the invoice being 
processed. 
 
It is not possible to continue with a forwarded document until the issues have been resolved 
and the document returned for posting. 

Document Approval Flowchart 

 

 
Emails can be forwarded 
direct to the Document 
store 

Hard copy documents can be 
scanned and emailed to the 
document store 

 

Document Rules  
Used to determine the Document Type 
 
 

Set the approval level and 
authorisation group 
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Pre-Posting Approval 

Invoices can be electronically 
released by an authorised person, 
before they are processed. 

 
Gold Processing 

Invoices are processed in Gold in the normal way, for example via Parts Invoice Confirmation. 
Forwarded Issues:  if any issues arise that prevent processing, the document can be 
forwarded to another user who can resolve the problem and return the document for 

posting. 
 

Supplier Enquiry 
 
 
Where payment 
authorisation is in use, 
Invoices/Credits appear in 
the supplier enquiry with a 
status of “Wait” pending 
authorisation. 

 
 
 

Payment Authorisation 

 

 
One or more users can authorise 
payment based on document type and 
value, via the Document Approval 
program. 

 
Stop/Release Invoices for Payment 

Once authorised the invoices/credits are released for payment through the Stop/Release program. 
 

 
 
 
 
 
 
 

(Equivalent of a signature) 
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1. Set Up 
There are two types of authorisation to set up.  The first is for documents that need pre-
posting approval.  This is set up by adding an approval level in the range 1-99 on each 
applicable Document Type and also on the Personnel Security File.  For example, if a 
document carries an approval level of 11 then only users with 1 to 11 on their personnel 
security file can release the documents ready for posting. 
 
The second type relates to payment authorisation and involves the set up of groups of 
people whom can authorise invoices for payment according to value.  The authorisation 
group is then added to the relevant Document Type(s).   
 
If an authorisation group is added to a document type that is not an invoice/credit, these are 
added to the “To Be Viewed” tab in the document approval screen. 
 
 

1.1 Payment Authorisation Groups 
(Housekeeping, Text Images/Printers, Payment Authorisation Group) 
 
Payment Authorisation Groups can be set up to specify the users who can authorise 
invoices for payment.  The authorisation group code is then added to individual 
document types as required.  Invoices needing authorisation go on hold after posting 
until released for payment by a group member. 
 

 
 

Key Entry Fields (# indicates default setting) 
Group  Enter a group code up to 6 characters 

 
Authorisation Any User 

 
All Users 

Any user from the list entered on the “Users” 
tab can approve documents. 
ALL users from the list must approve. 
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Users 
Add users as required using details from the Personnel Security File. 
 
The users listed will be able to authorise invoices for payment within the value ranges 
entered.  It is possible to start with a minimum value of, say £100.00, which would 
mean that invoices up to £99.99 would not need any authorisation. 
 

 
 
Key Entry Fields (# indicates default setting) 
Operator Lookup 

Available 
Enter user initials from the Personnel 
Security File or select via the lookup. 
 

Override Other 
Users in 
Group? 

No # 
Yes 

Set to ‘Yes’ to allow the user to override 
others in the group and authorise any 
invoice/credit 
. 

Min. Value  If required enter a minimum invoice value for 
the user to authorise. 
 

Max. Value  If required, enter a maximum invoice value 
for the user to approve.  This allows users to 
be restricted to a maximum value that they 
can authorise. 

 
 

 
 



 

Fact Sheet 67 Rev1009 5 Document Approval 
 

1.2 Document Types 
(Housekeeping, Text Images/Printers, Document Type Maintenance) 
 
Each individual document type can have an approval level set to indicate the users 
that can approve documents for posting and also a payment authorisation group for 
payment authorisation. 
 

 
 
Key Entry Fields (# indicates default setting) 
Pre-Posting 
Approval 

0 for not 
used 
 

Enter an approval level between 1 and 99. 
Only users with the specified approval level 
or lower may approve documents for posting. 
 
For example, a user with an approval level of 
11 or less can approve for this type whereas 
a user with approval 12-99 cannot. 
 

Payment 
Authorisation 

 Select a group code as set up above to 
indicate users with permission to authorise 
invoices of this type for payment. 
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1.3 Personnel Security 
(System Management, Security, Personnel Security File) 
 
On the “Document Store” tab, enter the security level for Pre Posting Approval.  Up to 
5 document types may be added.  The user will be able to approve documents of the 
listed types by default although a “select” option is available to change the list.   
 

 
 
Approval 0 for not used 

 
Enter an approval level between 1 and 99. 
The user may approve documents with the 
same or lower approval level. 
 
For example, a user with an approval level of 
11 can approve documents with a level of 11 
or less. 
 

Pre-Posting 
Approval Types 

Up to 5 Enter up to 15 document types for the user to 
approve.   
These types are displayed by default in the 
Approval Program. 
 
Leave blank for all types. 
 

Pre-Posting 
Approval Option 

Default 
 
Restrict 

Select to default the list to the listed 
document types but allow changes. 
Select “Restrict” to only allow the user to 
view/approve the specified types. 
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2. Document Approval 
 

2.1 Pre-Posting Approval 
(Purchase Ledger, Document Management, Document Approval) 
 
On entering the Pre-Posting Approval program a list of documents requiring attention 
is displayed.  
 

 
 
The Pre-Posting Approval list contains documents that have come in to the document 
store but have not yet been released for processing. 
 
This option replaces the need for a manual signature or stamp on an invoice before it 
is entered. 
 
The Gold Viewer will display the document for the highlighted line. 
 
Approving Documents 
To approve the current line, press the <Enter> key.  This will then roll on to the next 
line.   
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The “Doc.Apv” button displays further details for the highlighted line.  It is possible to 
set a dispute code on the invoice and add comments within this screen.  The invoice 
will still be available for processing but the dispute code will be displayed. 
Within the Document Approval screen it is possible to access the document details 
and change the document type if necessary using the “Amend” option. 
 

 
 

To reject a document use the “Reject” button.  Rejected documents are flagged as 
rejected and can be seen in a list of documents on hold in the Document Details 
program.  The rejected flag can be cleared from the Document Details program if 
required.  To send on to another user for checking use the “Forward” button. 
 
The document list is generated based on the details set on the Personnel Security 
File.  The “Select” option can be used to expand the selection list to include other 
options. 
 

 
 
Key Entry Fields (# indicates default setting) 
Document 
Types 

 Enter up to 15 document types to check for. 
If document types are entered in the 
personnel security file these will be 
displayed by default although they may be 
changed if required and security allows. 
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Main Menu 
If there are any outstanding documents (issues pending or payment authorisation) for the 
user a button is displayed on the main menu on log in. 
 

 

Click the button to switch to the Document Approval screen. 
 
3. Issues Pending 

All approved documents will be available for processing in the relevant program, Parts 
Invoice Confirmation, Plant Cost Posting, Miscellaneous Cost Posting, Wholegood Cost 
Posting and Planned Maintenance Cost Posting. 

 
Example:  Parts Invoice Confirmation 
The parts invoice confirmation is started in the normal manner with “Docs” (F5) used 
to check for invoices/credits available to process from the document store.  Only 
documents that have been pre-approved for posting will be available. 
 
If there is an issue found with a selected invoice the “Forward” (F5) option can be used on the “Orders” 
tab or from the Document List to send the document to another user for action. 
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Fwd. List (F4) 
Use to show a list of forwarded documents awaiting issues to be resolved. 
 
Forward (F5) 
Use to forward the highlighted document to another user to resolve a problem. 
 

 

The “Comment” option can be used to add further notes and automatically adds the 
user along with the date and time.  Where comments have previously bee entered the 
button appears as “*Commnt”. 
 
Note:  it is also possible to add manual notes to the PDF shown in the Gold Viewer to 
highlight any issues. 
 
The user to which the document has been forwarded can see these in a list of Issues 
Pending in the Document Approval program within Purchase Ledger, Document 
Management. 
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Whilst the document remains in the “Issues Pending” list it is not available for 
processing in the invoice confirmation/cost posting programs.  Use the “Forward” 
button from the document list to see the list of documents with issues pending.   
 
Once the matter has been addressed the document can be approved by pressing 
<Enter> on the line or selecting “Doc.Apv” and will then be available for processing 
again. 
 
Within the Document Approval screen it is possible to access the document details 
and change the document type if necessary using the “Amend” option. 
 

 
 
In the case of Parts Invoice Confirmation, the details that had been entered before the 
document was forwarded will be stored for recall when the issue has been resolved. 
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4. Payment Authorisation 
Document Types that have an authorisation group code set need to be authorised before 
they are available for the Stop/Release Invoice program to pay. 

 

The invoice/credit status is shown as “Wait” pending authorisation. 
 

 
 

Users who are members of the required authorisation group can see a list of invoices 
awaiting payment authorisation from the Document Approval program (Purchase Ledger, 
Document Management) 
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Authorising Documents 
To authorise a document for payment, use the <Enter> key.   
 
The “AuthDoc” button displays further details for the highlighted line.  It is possible to set 
a dispute code on the invoice and add comments within this screen.   
 
To send the invoice/credit to another user for checking use the “Forward” button. 
 
The document list is generated based on the details set on the Personnel Security File.  
The “Select” option can be used to change the selection using other options. 
 

 
 

 
5.  To Be Viewed 

If a Payment Authorisation Group is set on a Document Type that is unrelated to 
Purchase Ledger payments, e.g. Customer Documents, these show in the document 
approval system as “To Be Viewed”.  Once accepted using the “Ack.Doc” button the 
document is stored in the relevant area of Gold, in this example on the customer 
account. 
 


