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Approving Orders in PainlessWeb 
 

If your account is configured with an Approver and you are logged in as an Approver, the number of pending 

orders will display at the top right of the screen as shown below: 

 

To view the pending orders, click on the orders hyperlink.   
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A list of all pending orders will display.   To view the details of the request, click on the Reference #. 
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The Order Details screen will display, review the items in the order. Here, you can easily adjust the quantity to be 

ordered, and add or remove items from the order. 

 

Adjust the Quantity 
 

To adjust the quantity of an item in the cart, click in the quantity box and type the desired quantity 

 



 

Benco Dental: January 2014 

Add New Items 
 

To add new items to the order, enter the item number or type a description in the box provided along with the 

desired quantity. 
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The page will refresh and the item will be added to the current order. 
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Remove Items from the Order 
 

To remove items from the order, click on the X icon in the Remove column next to the item you would like to 

remove from the order. 
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Approve Order 
 

If you click Approve, the order will be submitted. 

 

Once the order has been approved, it will be removed from the Pending Orders list. 
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Decline Order 
 

To decline the order, Decline. 

 

 

  



 

Benco Dental: January 2014 

A pop up message will display asking you to confirm that you want to decline the order.  Click OK. 

 

 

Once the order has been declined, it will be removed from the Pending Orders list. 


