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Top tips

Only account administrators 
can set order limits

Administrators and Approvers 
can approve, reject or edit 
orders

Clicking on the order reference 
will open up a detailed view of 
the order, including products, 
pricing, collection and delivery 
details

Approval limits are account 
wide and take into account 
order values inclusive of VAT 
and delivery 

Editing the order also allows 
you to add or amend the order 
number

Work smarter, not harder at 
wolseley.co.uk and let us do the 
legwork for you

Setting an order approval limit

Click on ‘My Account’ and then  
‘Account preferences’
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We are giving you total control over your account - set the appropriate limits 
and user permissions to meet your business needs in real time. Why?

2
Type in the £ limit you want to apply, 
tick the ‘Apply limit’ box and then 
‘Save changes’

The order approval limit has  
now been set

3 When a buyer places an order over the limit, 
they will receive an email informing them that 
it needs to be approved before it is processed

4 The approver will be sent  
an email notifying them that an order  
needs approving

6 The buyer receives an email stating that 
the order has been approved or rejected 
along with the confirmed list of products for 
collection or delivery

5 The approver logs in, clicks on  
‘My Account’ and then ‘Approve orders’, where 
they can ‘Reject’, ‘Edit’ or ‘Approve’ the order

Approving the order will allow the order to  
be processed; rejecting the order will cancel  
the order

Clicking on a specific order allows you to edit 
the products or quantities in the basket before 
approval


