Allied Office Products Approver Training 

Allied’s web ordering system allows customers to control how they place orders on the Internet.  Users are set up with permissions to certain departments and locations, this ensures that the users charge their order correctly and they ship to the correct locations.  Users may also be set up with the following approval rules set in place.

The user can have 3 triggers to send their order for approval:

· Complete order limit, if the order goes over a specified line

· Product limit, if a product is over a certain dollar limit

· Extended line limit, if the quantity ordered, times the price of the product is over a certain dollar limit

Any combination of the above can be used for each user and can be different for every user.  Once an order goes for approval, it can go to a primary approver and/or an alternate approver, should one person be absent for a day, the alternate can approve the order.  Both the primary and the alternate approvers will receive e-mails when they have an order to approve.  This e-mail will contain the following information:

· Who placed the order

· Why it needs approval

· A link to the site to approve the order

The approver logs in to the system and opens the order, at which time they have the ability to do the following:

· Change the quantity that was ordered

· Delete an item from the order

· Add an item to the order

· Change the department that is being charged

· View the notes that are attached to each line

The approver then submits the order to the next level, if they have an approval trigger then the orders goes to their approver, if not then the order goes to Allied.  Because Allied has the approval on the individual user level, this allows the customer to define how many levels of approval they have on their account.

For Questions or Additional Information:

Allied Office Products Contact Information:

Allied Web Support:  

800-698-5056

Allied Customer Service Team:  
866-243-4723

AHS Contact Information:

Rose Castaldo


973-656-6207
