
Buyer’s step-by-step

Your guide to 
Smart Flow



Buyer’s step-by-step

Buyer’s step-by-step



Buyer’s step-by-step

Step 1: Reset your password

All users will receive an automated email, with a 
link to allow them to set up their password.
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Step 2: Search

Once logged in, the buyer 
can shop the website 
using the search bar,
categories and the easy-
to-navigate subsections, 
or by the homepage 
banners and seasonal
updates.
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Step 3:  Add to basket

Add all the required items and 
quantities to your basket from each 
product page.
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Step 4: Basket

Before clicking on ‘Proceed to 
Checkout’ buyers can label 
their basket or add a Purchase 
Order if required.
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Step 5: Checkout & approval  

Once the order has 
been submitted the 
buyer will receive 
an email detailing 
the contents of 
the basket. The 
authoriser will be 
sent a copy for their 
approval.
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Level 1: Authorising 
Managers and Heads 

of Department



Authorising managers

Step 1: Authorising an order

Once the buyer has submitted their basket the 
first level authoriser, as dictated in the original 
set-up form, will receive an email to approve 
the request.

The email will have options to either Approve, 
Reject or Amend the request.

If the request needs an amendment, the 
authoriser will be prompted to log into the 
website to make the changes.



Authorising managers

Step 2: Smart Flow history

The first level authoriser can log into 
their Smart Flow account and view 
all requests requiring their approval 
by clicking Orders Pending Your 
Approval or Requests Needing Your 
Approval.
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Step 3: Approving requests

Authorisers can view and 
approve orders from this 
page by ticking the relevant 
tick box. 

For ease, multiple orders can 
be approved by using the 
‘Select All’ option
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Step 4: View order to approve 
The first level authoriser can view the whole order prior 
to approving by clicking on one of the items under Your 
Reference. This will open the individual order. If all is 
correct, click the Approve Order button to submit.

The authoriser can also edit the quantities, remove 
items and amend the Purchase Order Number.
Changes can be applied without approving a request. 
Any changes will be saved and be recorded in the Audit 
Trail to be approved at a later time.

If necessary, there is an option to Reject Order.

The authoriser has the option of leaving a message 
when approving or rejecting an order, which appears in 
the Audit Trail.
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Step 5: Approval level 2

Once authoriser level 1 has approved a request, 
authoriser level 2 will receive an email requesting 
approval of the order.

The email will have options to either Approve, Reject 
or Amend the request.

If the request needs an amendment, the authoriser 
will be prompted to log into the website to make the 
changes.
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Step 6: Email confirmation

Once a request has 
progressed through all 
authorisation levels, an 
email will be sent to the 
original buyer to confirm 
the request has been 
approved. It will highlight 
any details of the changes 
made by the authorisers 
during the process.

The approved request will 
be submitted to the Davies 
Sports team to process.
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Rejected order and resubmissions

Should a request be 
rejected at any stage of 
the authorisation process, 
the original buyer will 
receive an email to inform 
them of this.

The original requestor 
is able to log into their 
account, see all rejected 
requests and if needed, 
recreate the basket.

If the authoriser left notes 
as to why the request 
was rejected, these will be 
shown in the Audit Trail.
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Final status

The original buyer, and subsequent 
approvers, can view each level of the 
purchase request by logging into their 
Davies Sports account and accessing 
Smartflow History.

View all of the requests or filter to within 
a specific date range.

Hover over the information icon to view 
the account name and buyer’s email 
address to understand which order 
belongs to which person.
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Smart Flow gives you all these benefits
•	A 100% secure web and email-based feature, designed for ease of use

•	Enables you to control spend across multiple locations and departments

•	Free to set up with no ongoing costs, no system integration or input required from IT

•	Gives you access to the latest products and prices and lets you retain any existing 

discounts you currently receive through the website

•	Allows you to set up multi-level authorisations and provides a full digital audit trail



For any further queries regarding Smart 
Flow, speak to your dedicated Davies Sports 
account manager, or to one of our customer 

service team on 0345 120 4515


