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onboarding new employees, office 
refreshment orders, etc. This feature 
saves time and reduces errors.

Intelligent PO Matching  
Agilico’s invoice processing solution 
Verify, automatically matches 
invoices to purchase orders and 
goods receipts, reducing manual 
effort and speeding up processing. 
Any discrepancies are highlighted 
to users for review. With POP 
and Verify, you gain complete 
confidence in a seamless, reliable 
procurement process.

Complete Audit Trail  
Maintain full visibility of every step 
in the procurement process. View 
what actions and changes were 
made and who the users were that 
performed those actions. Users 
can also add notes, which are 
accessible at all times.

Key Features & Benefits

Customisable Purchase Order 
Documents 
Tailor your purchase order (PO) 
documents to reflect your brand and 
specific needs. Add your company 
logo, reposition lists and addresses, or 
include a link to your T&Cs, to provide 
a consistent professional image on 
your documentation.

Automated Approval Workflows 
Automatically route purchase 
requisitions to the right approvers, 
ensuring every spend is within 
policy before it is made. Eliminate 
unauthorised purchases and 
accelerate approvals whilst 
maintaining robust governance.

Saved Baskets for Repeat Requests 
Simplify recurring purchases with 
pre-configured baskets of items 
commonly ordered together. This 
is ideal for repeat scenarios like 

About Agilico POP

Agilico POP is an intelligent, 
cloud-based purchase order 
processing solution designed to 
simplify the entire purchasing 
journey whilst keeping your 
finances under control.
Agilico POP transforms your purchasing 
by providing a seamless, end-to-end 
solution for every purchase from request, 
through to approval, receipting, auto-
matching to supplier invoices and posting 
to your finance system.

Agilico POP ensures invoices to be paid 
are matched to properly authorised 
and received orders, giving the entire 
team the confidence that spend is 
fully compliant with corporate policy 
whilst dramatically reducing the risk of 
duplicate and overpayments.



	�Simple Rapid Free Installation   
Our friendly support team will have 
you up and running in hours, for no 
extra cost.

	�Free and Regular Updates   
With Agilico POP, you’re always on the 
latest version with regular updates 
ranging from bug fixes to brand-new, 
powerful features.

	�Dedicated “On-Tap” Support   
Your dedicated Account Manager 
and expert software support team are 
included as standard and available 
Monday-Friday 9-5.30.

	�Unlimited Data Storage  
Never worry about storage limits. Your 
POs, related data and supporting 
documents are there for as long as 
you need.

	�Finance System Integration   
With standard integrations for many 
of the popular finance systems or 
something a little less common, 
Agilico POP can most likely link to it.

	�Expert Advice & Guided Training   
Benefit from guided training during 
set-up and complimentary refresher 
training. Our goal is your continued 
success.

Why Agilico POP?

Agilico have been a pleasure to deal with and 
nothing seems too much trouble. We’ve got a lot of 
confidence with Agilico, and we are always open to 
their suggestions and ideas around how we can work 
smarter, and in their words MAKE WORK EASY which is 
my main priority for both the business and our staff. 

Chief Finance & Operating Officer, Citizen Watch
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How Does Agilico POP Work?

Search
The shopper begins by searching for the 
good or service they wish to purchase 
within Agilico POP, where they are shown 
previously purchased and ‘Favourite’ 
items. If the item doesn’t already exist 
within POP, they can create a new item. 
They then either add the item to their 
basket or can request just that item 
instantly.

Basket
Once items have been added to the 
basket, the shopper can then navigate 
to their basket to review everything they 
intend to purchase. Shoppers can bundle 
items together and create a request, or 
they can request items individually. Items 
that are regularly purchased together can 
also be grouped together into a Saved 

Basket to save time when they need to 
purchase again. When they’re ready, the 
user can select ‘Request’.

Request
On the Request screen, the shopper 
can simply click request, or they can 
amend items, add notes or reasons for 
purchasing, add a ‘required by’ date, 
and mark the order as confidential. Once 
complete, the user selects ‘Done’ to send 
the requisition for approval. 

Approval
Self-Approval: Where self-approval 
is allowed, if the request is within the 
shopper’s personal approval limit, it will 
be automatically approved, and the 
order will be created. If not, the request 
will follow a workflow.

Agilico as a company have been great to work with, 
very informative and helpful from the offset. This 
has led to further development conversations to 
streamline even more processes in the future. 

Financial Controller, Foundation of Light



Item Approval: When items are created, 
they are added to item groups. It is 
possible to add an approval for a 
particular item group, e.g. if IT have to 
approve the purchase of a laptop, they 
would be added to the item group for 
computer purchases. Any computer 
purchases would then need to be 
approved by IT before moving on to 
departmental approval.

Managerial Approval: Requests are sent to 
the relevant approver based on the value 
of items or the entire request, and the 
department that the shopper is purchasing 
for. The approver can approve, partially 
approve, or reject. Approvers have full 
visibility of the item and have the ability to 
amend certain items on the request. When 
rejecting, the approver needs to include a 
reason why. If any changes are made by 
the approver, the request is returned to 
the shopper for review before the order is 
created, ensuring full visibility and control. 
When happy, the approver or shopper can 
click approve.

Order
Once approved, the PO can be 
automatically sent to the supplier if an 
email address is included and they are 
flagged for automatic order creation. 
If not, the order can be returned to the 
shopper, where they can either send it 
to the supplier themselves or enter in an 

order number if purchasing online goods 
or services. Orders can also be amended 
before delivery and marked as complete 
or cancelled.

The PO layout is created using the 
document designer within Agilico POP. 
With this, you can tailor your POs to 
your needs and pick and choose which 
document template you wish to use 
depending on the supplier.

Receipting
Once the goods or services have been 
delivered, the delivery can be recorded 
on Agilico POP. Orders can be received 
individually by the shopper, or a central 
receiving process can be used. 

Multiple orders can be received in one 
receipt, and outstanding order quantities 
are pre-filled in orders to speed up 
processing. For larger orders, users have 
the ability to search for specific items on 
the order. Additionally, all lines can be 
received at once, or individual lines can 
be selected for receipt simultaneously, 
and if an order has multiple lines, they 
can receive some or all of the lines. 

Any previous receipts for the order can 
be viewed while processing. Notes can 
be added to the entire receipt or on 
individual lines, while supplier delivery 
note numbers can be recorded against 
either the whole order or individual lines. 

The support from the Agilico team, especially the 
personalised training, ensured a smooth transition and 
has made a noticeable difference in our productivity. We 
particularly appreciated having an account manager and 
personalised one-on-one training. Many other companies 
provide only videos and training materials, which can 
be off-putting when you’re unsure if the system is set up 
correctly, potentially leading to inefficiencies.

Finance Manager, The Skills Federation



Invoice
When the invoice for the goods or services 
is received from the supplier, automated 
PO matching can take place in Agilico 
Verify, our invoice processing solution that 
integrates seamlessly with Agilico POP. 
This is an optional stage that requires the 
use of an additional software solution.

If the invoice value matches the total of 
the items received (and unallocated) for 
that order, the invoice can automatically 
post to the finance system without the 
need for user intervention. Alternatively, 
you can decide that all PO invoices can be 
sent for review before posting.

For any invoices that do not match the 
PO that should, or that fall outside of 

any tolerance settings, they are sent 
to a matching process. Users can add 
and remove orders, and amend values 
and quantities invoiced to achieve a 
match with the invoice. Once matched, 
and if within tolerance, the invoice will 
post to the finance system. If outside of 
tolerance settings, the invoice will require 
either amendment or review/approval.

Archive
All requests and POs, and related data 
- including audit trails and notes - are 
securely stored within Agilico POP. 
Users can search, access and review 
this information at any time, ensuring 
complete visibility and traceability 
throughout the purchasing process.

Discover how Agilico POP can streamline your PO 
process and give you control and visibility over every 
purchase by booking an in-depth demo with one of 
our Agilico POP specialists. Scan the QR code or visit 
www.agilico.co.uk/pop/

Harness the power of  
Purchase Order Processing

Agilico have been a pleasure to deal with and nothing 
seems too much trouble. We’ve got a lot of confidence 
with Agilico and we are happy to recommend Agilico 
to others whenever and wherever possible.

Joint Managing Director, Inturf



0330 058 0505
www.agilico.co.uk

Workplace technology and 
expertise you can trust.

https://www.agilico.co.uk/pop/
https://www.agilico.co.uk/invoice-processing-made-easy/
https://www.agilico.co.uk/keeping-teams-connected-made-easy/
https://www.agilico.co.uk/invu-document-management/

