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Approving Orders



View Company Orders



Orders - View All Orders in the Company

Side-menu:

Orders > All Orders

Page purpose:

View all orders placed for the 
company

Features:

1. View all orders in the 
company

2. View details of any orders



Orders - All Orders in the company

Click on the Order ID to 
view the details of each 
order 

Approve or Reject an 
order

Current credit term 
status of your 
company

The PIC column displays 
the User that placed the 
order 



Approving Orders



Approving Orders via ADAM - Order Details

Side-menu:

Orders > All Orders > Order 
Details

Page purpose:

1. View the individual Order 
Details

2. Approve or Reject the 
order

Features:

1. Approve or reject orders



Approving Orders via ADAM - Order Details

Click to Approve or 
Reject an order



Approving Orders via ADAM - Order Approval

Click to confirm 
Order Approval



Approving Orders via ADAM - Order Rejection

Input the reason for 
rejection

Click to confirm order 
rejection



Approving Orders via Email

Click to Approve or 
Reject an order

Location:

Your email inbox 

Purpose:-

Approve or reject orders via your 
email



Rejection ConfirmationApproval Confirmation

Approving Orders via Email - Approval & Rejection

Click to exit 
message

Input the 
reason for 
rejection

Click to 
confirm order 
rejection



Begin your 
procurement 

journey 
today with 
Supplycart

Procurement 
Made Easy


