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Requesting Authorisation for Orders  

and Invoices 

 

 

 

Dear user, 

 

You must make sure that you have read “Navigating the System” first before reading any other Clarity 

guides as without a good knowledge of the navigation you will not fully benefit from the features and 

shortcuts that Clarity will provide for you.  

 

Click here to read Navigating the System: 

https://dataflow.co.uk/images/uploads/release_notes/Clarity_-_Navigating_the_System_.pdf 

 

Also at the end of each guide, there may be a list of other supplements for further explanation of 

features within this routine.  

 

Enjoy exploring Clarity and please do not hesitate to suggest any improvement that you feel will be 

useful to add to this document. 

 

Warmest regards 

 

Dataflow (UK) Ltd 

 

 

 

 

 

 

https://dataflow.co.uk/images/uploads/release_notes/Clarity_-_Navigating_the_System_.pdf
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This guide will take you through the process of requesting authorisation for Purchase Orders and 

Invoices.  

 

Once a Purchase Order has been created Clarity will use the Value/Nominal/Cost Centre to 

determine who the order authorisation request will be emailed to.  

 

Order 7835 has been created but not yet released. The Released status is highlighted below in yellow 

and the icon displays a padlock symbol to identify it’s not yet released. As the document has not yet 

been released you’re still able to modify or remove the document (active Modify and Remove buttons 

highlighted below in green). 

 

The Authorised status displays a yellow dot (highlighted below in blue). The yellow dot indicates that 

the document is awaiting authorisation. As the document has not yet been authorised you’re not 

currently able to Deliver or Invoice the order (inactive Deliver and Invoice buttons highlighted below in 

orange). 
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Hovering the mouse over the authorised status dot on the document line displays the document user 

information and the current authorisation status. 

 

 

 

Prior to releasing the document for authorisation you may view who will receive the authorisation 

request once the document is released. To view this information right-click on the document line and 

chose the Route Authorisation option highlighted below in green. This will open the Authorisation 

Routing window highlighted in blue.  

 

You may also use this window to control who’ll receive the authorisation request. Note that this 

window displays only the eligible authorisers based upon the document value/Nominal/Cost Centre 

detail. There may be instances where a document requires more than one authoriser. 
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To request authorisation for the order right-click on the document line and choose the Release option 

highlighted below in green. 
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Once the order’s been released Clarity will automatically email an authorisation request to the chosen 

authoriser(s). Notice that the padlock has now disappeared off the Released status icon (highlighted 

below in yellow). If you now hover the mouse cursor over the dot in the Authorised column 

(highlighted below in blue) you will notice additional information has been added to the authorisation 

status of that document. 

 

Also note that now the document has been released for authorisation the Modify and Remove buttons 

are now inactive for this document (highlighted below in green). 
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Once the document has been authorised the authorisation requestor will receive an email notification 

confirmation that the document has now been authorised. An example of this email below: 
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Document 7835 has now been authorised. The colour of the dot within the Authorisation column 

changes from yellow (pending authorisation) to green (authorised). If you hover the mouse cursor 

over the green dot the authorisation status information displays the updated information. 

 

As the document is now authorised the Deliver and Invoice buttons are now active (highlighted below 

in orange), allowing you to progress the document to either of those stages. 

 

The Modify and Remove options are not available due to the document being both released and 

authorised. 

 

 

 

Should changes to the Order be required after the document has been released and authorised you 

will need to reset the Released status by right-clicking on the document and choosing the option to 

Hold (highlighted below in green) 
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Having held the document, you will see that the padlock symbol has returned to the Released and the 

Authorised dot colour has reverted back to yellow. Also note that the Modify and Remove options are 

now active for this document (highlighted below in green). 
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Setting the document to Held reverts the authorisation status to unauthorised. Hovering the mouse 

cursor over the yellow dot in the Authorised column will show the new authorisation status information 

(see image below). Note that the previously displayed authorisation information has been removed. 

 

At this point amendments may be made to the order and the order resent for authorisation. To resend 

the order for authorisation simply release the order using the right click option as before. The same 

authorisation process described above is repeated. 

 

 

 

If the document has been released but it’s neither been approved or rejected you can resend the 

document for authorisation manually by using the right-click Send authorisation request option 

highlighted below in green. Clarity will send new authorisation email requests to the eligible 

authorisers. 
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Should the authorisation request be rejected the dot within the Authorised column will change from 

yellow to red (highlighted below in yellow). The authorisation information displayed when hovering the 

mouse over the authorisation dot reflects the change in status and the reason for authorisation 

rejection.  

 



 

11 | P a g e  
 

 

The authorisation requester will also receive an email advising them that the request has been 

rejected and the reason for rejection. An example of this email below: 

 

 

 

If for any reason it’s decided that a document with a rejected authorisation status is to be re-routed for 

authorisation again simply right-click and Hold the document (highlighted below in green) to reset the 

release status to not released (padlock symbol). When the document’s status is set to not released 

you’re able to carry out any necessary changes to the document using the Modify button. Right-click 

and chose the option to Release the document to re-send the document for authorisation. 
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