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Module: Accounts Payable  
Topic: Approving Vendor Workflow 

Vendor approval                                  Munis Version 11.2.5 

 
 

 
 
On your dashboard, you will see an Approval waiting. Click the Approvals tile. 
 



Approving Vendors                                                                                                    

             Page 2 

 
 
Records waiting for Approval appear here. Scroll down to see every field that was changed. 
 

 
If the vendor is ready for action, select it. 
 

 
 
The menu below shows. Press Approve, Reject, Hold, or Forward as needed. 
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Enter a comment if needed and press save. 
 
 
 

For new vendors (not changes or updates)  

Go back to the main menu and go to 
 Financials > Accounts Payable > Vendor Processing  > Vendors 
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Click Search  and enter the added vendor number and click Accept  

 

 
 

Click on the Change Set  

 

 
 

Click Process Approved. This message will appear at the bottom: 

 

Click Return . 

 

The status on the vendor should change from Stop to Active. 

 

Send an email to the requester to let them know the vendor is approved. 

 

 


