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Approvals are essential to ensure accountability, mitigate 

risks, and maintain compliance for organizational alignment 

and effectiveness.

Why Approvals?

https://valq.com/
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Outline
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1. Overview
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How to access Approvals?

https://valq.com/
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Configure Approvals

We must turn on 
Approvals first

https://valq.com/
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The Approvals tab

https://valq.com/
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2. User-based approval
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Selecting specific approvers

Any changes made will 
require approval from the 

specified user.

Assign specific users as approvers 
from the drop-down box.

https://valq.com/
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3. Rule-based approval
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Accessing Rule-based approval

If no rules are met, the user(s) mentioned 
here must approve changes

Add and Delete Rules 
as required

Changes based on rules will 
require approvers assigned 

to those rules.

https://valq.com/
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Conditional Approval – Send for approval based on rules and conditions

Supports AND/OR 
conditions

Different rules can have 
different approvers

A rule with multiple 
conditions

https://valq.com/
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Define conditions and assign approvers for each rule

https://valq.com/


© 2021. All rights reserved www.valq.com
14

Multiple Rules - Approver Priority comes into effect

If more than one condition is met, the 
approver for the rule that comes first in 
the list can approve on behalf of 
subsequent approver(s).

https://valq.com/
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4. Approvals using lookup table data
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Sometimes we maintain approver details in a separate table

Here is an example of a 
Lookup Table

https://valq.com/
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Lookup approvers from the table

Fill the respective details 
using the drop down

https://valq.com/
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5. Multi-level approvals
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Enabling Multi Level Approval

Maximum of 3 
approval levels Approval control is passed to 

Level 2 only AFTER Level 1 
approval is done.

Enable multi-level 
approval

https://valq.com/
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6. Approvals Notifications



© 2021. All rights reserved www.valq.com
22

Step #1: Connecting to Microsoft Teams

Sign in with Microsoft to 
connect

Signs into PowerTable Service in a 
separate browser tab

https://valq.com/
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Step #2: Turn on Microsoft Teams Integration in PowerTable Service
Connect to Microsoft 

teams

Select My Profile  My 
Integration if needed.

https://valq.com/
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Step #3: Come back to the App and click on ‘Add Channel’

Fill in the respective fields

https://valq.com/
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Your Teams Integration is set up

Approvers are now notified 
via Teams

https://valq.com/
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7. Approve before saving vs. Save and track approval
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Two (2) ways for executing approvals

1. APPROVE BEFORE SAVING: 
Data is saved and written back 

only IF the submission is 
approved.

2. SAVE AND TRACK APPROVAL: 
Data is written back; you can 

track approval status over time

https://valq.com/


Copyright © Lumel 28

8. Approval – User & Approver Workflow
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When user submits data for review & approval…
User submits 

records for approval

https://valq.com/
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If we had set up Option 1…

Option 1:

Approve Before Saving

Option 2:

Save & Track Approvals

https://valq.com/
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What the Approver sees: Option 1 – ‘Approve before Saving’

Approver would see requests 
pending his/her approval.

Pending Request

https://valq.com/


© 2021. All rights reserved www.valq.com
32

Approver also sees his/her requests 
pending approval from others.

What the Approver sees: Option 1 – ‘Approve before Saving’
My Request

https://valq.com/
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Approvals that are 
pending review

What the Approver sees: Option 1 – ‘Approve before Saving’
Pending Review

https://valq.com/
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Approvals that are past 
due date.

What the Approver sees: Option 1 – ‘Approve before Saving’
Overdue

https://valq.com/
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Any adjustments requested by Approver 
has been sent back to the user who 
submitted the request for approval.

What the Approver sees: Option 1 – ‘Approve before Saving’
Action Required

https://valq.com/
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Approvals that are 
reviewed and closed.

What the Approver sees: Option 1 – ‘Approve before Saving’
Closed

https://valq.com/
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High Priority - Must be 
reviewed Immediately

What the Approver sees: Option 1 – ‘Approve before Saving’
High Priority

https://valq.com/
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Number of rows for 
review & approval

What the Approver sees: Option 1 – ‘Approve before Saving’
Modified Rows

https://valq.com/
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Details – Approve some or 
all records

What the Approver sees: Option 1 – ‘Approve before Saving’
Details

https://valq.com/
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Approve – Approve all 
records at once

What the Approver sees: Option 1 – ‘Approve before Saving’
Approve

https://valq.com/
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If we had set up Option 2…

Option 1:

Approve Before Saving

Option 2:

Save & Track Approvals

https://valq.com/
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What the Approver sees: Option 2 – ‘Save & track approval’

Approver selects one or more rows to 
Approve / Reject

https://valq.com/
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Approval status field is visible to requestor and approver

This is the result of the column 
to display Approval status

https://valq.com/
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1. Overview

2. User-level approval

3. Rule-based approval

4. Approvals using lookup table data

5. Multi-level approvals

6. Approvals notifications

7. Approve before saving vs. Save and track approval

8. Approval – User & Approver Workflow

Summary: What we learnt so far…

https://valq.com/
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⇢ Get Started: https://powertable.com/getting-started/  

⇢ Questions/Help: https://community.powertable.com

⇢ Documentation: https://docs.powertable.com 

⇢ Our website: www.powertable.com

Resources

https://valq.com/
https://powertable.com/getting-started/
https://community.powertable.com/
https://docs.powertable.com/
http://www.powertable.com/
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Thank you!

https://www.powertable.com/
https://www.linkedin.com/company/info-river/
https://twitter.com/inforiverbi
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