
ORDER APPROVAL



IMPORTANT
Your order will not proceed until you have verified its accuracy 
and provided your approval. After providing a purchase order 

or making a payment for your order, your order will go through 
multiple review steps. If a purchase order is provided, the 

order must match the PO. 



Step 1

Once our team has verified the 
details of your order, you will 
receive an email requesting your 
approval. 

From the email, please click on 
the “Review/Approve Order” 
button.

Your order will not be processed 
until you provide this approval.

Email Confirmation



This action will direct you to the 
order details on our website 
where you can review the billing 
and shipping addresses, contact 
information, and the order 
contents (e.g., SKU, quantity, and 
pricing). You will also see any 
applicable taxes, shipping costs, 
and shipping methods.

If all details are correct, continue 
to "Step 3: Approve."

If there is an error in your order, 
skip to "Step 3: Edits Needed."

Review Your Order

Step 2



Once you click “Approve This 
Order,” a prompt will appear, 
asking you to enter your email 
address and initials. You will then 
be asked to check off each box, 
confirming the accuracy of the 
order and the terms of the sale.

Note: Next to each 
acknowledgement there is a 
question mark that when hovered 
over, shows a description of what 
each acknowledgement means. 

Mark Your Acknowledgment 

Step 3: Approve



Once you have acknowledged 
everything, click the button “I 
Approve.” 

Approve Your Order

Step 4: Approve



When you are ready to proceed, 
click “OK” at the top to finalize the 
approval. Your order will then 
begin processing in our system.

Confirm Approval

Step 5: Approve



If you identify an issue with your 
order during the review process, 
click the “No, Something Is 
Wrong” button.

No, Something Is Wrong

Step 3: Edits Needed



Next, enter your email address 
and provide a detailed description 
of the issue and click “Submit.”

A notification will be sent to 
Customer Care who will address 
the problem and correct your 
order. Once the issue has been 
resolved, Customer Care will ask 
you to start back at Step 1 to 
approve and verify the updated 
order. 

Submit Edits to Order

Step 4: Edits Needed



We are here to help!
As always, you may reach out directly to your rep for 

questions, email sales@barnlight.com, or call 1-800-407-8784.

mailto:sales@barnlight.com
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