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Getting Started with Workflows

For using Jobcan Workflow, it is necessary to configure basic data beforehand.

Basic Information Setting List

©)

Register users who can use the service. Users can be associated
with groups or titles.

User
[ 30items |

Group
[ 20items |

@

Register the group corresponding ta the department of your
company. You can set the group to which the user belongs and
link the group to the application.

Route
[ 3ditems ]

@

Register an approval flow as a route. By linking aroute toa
form, the approval flow will be automatically applied to the
request using the form.

Post rank
[ 13items ]

@

Register a position. By registering, you can set up a position for
the user, and you can also specify the position in various
settings.

The configuration steps for getting started are as follows:

1. Group Registration *Required

Project Registration

© N o o~ WD

User Registration *Required

Form Registration *Required

Form Categories Registration

Post Rank Registration *Required

Route (Workflow) Registration *Required

Generic Master Settings Registration

Form
[ 3ditems ]

®

Register a form, which is a template for a request document. By
registering, the applicant will be able to use the form to apply.

Project
[ ditems |

@

You can register a project. Registering will allow you to link your
project to your applicatien information

WORKFLOW

Form categories
[ 10items ]

®

Registering a form type allows you to manage your forms by
classifying them

Generic master settings
[ 6items ]

You can set up your company's unique master data. (i.e. master
data of rentable PC) By setting up the master data as a form
item, you can select the master data when you apply a request.



1.  Group Registration (Group)

WORKFLOW

Groups in Jobcan Workflow represent the organizational structure within a company, such as departments or divisions. By

registering groups, you can:

®  Assign users to specific groups.

®  Select group-specific approvers for users within each group. rGroup Approvers |

1.1 How to Register a Group

1. Select

Apply
My applications

Myfiles

Approve

All applications

All files

Basicinformation setting

Basic Information Setting List

User
[ 30items |

Register users who can use the service. Users can be associated
with groups or titles

[20items ]

Register the group correspanding to the department of your
company. You can set the group to which the user belongs and
link the group to the application

Route

[ 34items ]
Register an approval flow as  route. By linking
form, the approval flow will be automatically
request using the form

Post rank

[13items ]
Register a position. By registering, you can set up a position for
the user, and you can also specify the position in various
settings.

2.Select I-F{egisteranew group] atthe top

Form
[ 34items

Reglster a form, which s a template for a request document. 8y
registering, the applicant will be able to use the form to apply.

Project
[ditems ]

You can register a projet. Registering will allow you to link your

project to your application information

rBasic Information Setting | From the I-Administrator Function] menu on the left side and select |-GroupJ

Form categories
[ 10items |

Registering a form type allows you to manage your forms by
dlassifying them

Generic master settings
[6items ]
You can set up your company's unique mastes
data of rentable PC) By
item, you can select the mast

Xln case you haven't registered any items yet, when you select rGrousz in Step 1, the rGroup Registration] screen

will appear in Step 3.

Group list

List of registered groups
You can register a new group using the button below

Register a new group CSVUpload m Download CSV



3. Fill in group information

General Information

Group name
{Required)

group code

Explanation

WORKFLOW

Input group name (required)

Input group code (optienal)

Enter a group code, such as a branch number or department code, to identify the group

Enter a description of the group {optional)

Select group

Main group
If you manage groups in a hierarchical way, please set up a group that is the "parent (main group)” of this group
Group name Required Setting the name of the group, such as the department name (no more than 255 characters)
You can fill in the appropriate code for the group (numbers must not exceed 255 characters,
Group code Not mandatory
must be in English).
Explanation Not mandatory Fill in information if there is a description of the group.
In the case where you want to assign a higher level to a group that has already been
Main group Not mandatory

registered, you can register it with a higher level than other groups.

4. After fill in the necessary information in the required fields, click the "Save" button to complete the registration process.

General Information

Group name
(Required)

group code

Explanation

Main greup

Test

001

Enter a group code, such as a branch number or department code, to identify the group

comment

Select group

If you manage groups in a hierarchical way, please set up a group that is the "parent (main group)” of this group

Save




1.2 Group Modification

WORKFLOW

How to change the information of a group that has been successfully registered is below. Even if the group information is

edited, it does not affect completed requests or in-progress requests.

XFor requests where the group is configured for the approver, if the group is deleted, the name of the deleted group will no

longer appear in the "Approver" field of that request

1.  Select I-Basic Information Setting ] under the " rManager Functions] in the left menu, then choose rGroupJ

from the list on the screen.

Approve

Applications shared to you

strator function
All applications

Al files

Basic information setting

Basic Information Setting List

User
[31items ]

Register users who can use the service, Users can be associated
with groups orftles.

[20items ]

Register the group corresponding to the department of your
company. You can set the group to which the user belongs and
link the group to the application

Route

[ 38items ]
Register an approval flow as a route. By linking a route to a
form, the approval flow will be automatically applied to the
request using the form.

Post rank

[ 13items ]
Register a position. By registering, you can sét upa pasition for
the user, and you can also specify the position in various
settings.

Form
[35items ]

Register a form, which is a template for a request document, By
registering, the applicant will be able to use the form to apply

Project
[ 4items ]

You can register a project. Reglstering will allow you to link your
project to your application information

2. Click on the rgroupJ that you want to modify on the rGroup Name] screen.

Group list

List of registered groups

Code : JCTH

Code ! -

You can register a new group using the button below

Register a new group CSVUpload m Download CSV

Group name : JOBCAN TH
Explanation : JOBCAN TH TEST

Group name : Driver
Code : DIBKK

Group name : Office

Code : -

Group name : Sales

Explanation : auffusalugiaingamn

Form categories
[ 10items |

Registering a form type allows you 1o manage your forms by
classifying them

Generic master settings
[ Gitems |

ta. (L&, master
ata as a form

YoU Can set up your company’s unique master
data of rentable PC) By setting up the master
item, you can select the master data when you apply a request.



WORKFLOW

3. If the information has been changed, click “Update”.

Group registration

Register groups such as a department or branch
Once groups are set up, you can link users to groups and specify groups in the approval route setting

Show group list

General Information

Group name JOBCANTH
(Required)
cTH
group code
Enter a group code, such as a branch number or department code, o identify the group
Explanation JOBCAN TH TEST
Main group

If you manage groups in a hierarchical way, please set up a group that is the "parent {main group)” of this group

1.3 Group Deletion

Groups created can be deleted. Deleted data cannot be restored. Even after deleting the group, the user associated with it is

deleted. But it will not affect past requests.

1. Select I-Basic Information Setting] under the |-I\/Ianager Functions ] in the left menu, then choose rGroupJ from the list

on the screen.

Basic Information Setting List

User Route Form Form categories
[ #1items | [ Mitems | [ 355tems | [ 10items |

0 ¢an e the service. Users can be associated fypee allows you to manage your fomss by

hes.

Post rank Project Generic master settings
[ Zoitems | ivems |  4items | [6items |

You can regh
project to ye

atering will allow you ta link your [Le. master




WORKFLOW

2. Use your mouse to point to the group that you want to delete on the screen. rGroup List]

3. Click the icon o on the right side. **Deleted data cannot be retrieved.

Group list

List of registered groups
You can register a new group using the button below

Register a new group CSVUpload w Download CSV

Group name : JOBCAN TH
Code : JCTH  Explanation : JOBCAN TH TEST

Group name : Driver
Code : DiBKK Explanation : audusaludiunsamu

Group name : Office

Code:-

Group name ; Sales B
Code: -

Group name : Engineer
Code: -



2. Registering Positions (Post rank)

WORKFLOW

The positions in jobcan workflow refer to the positions within the organizational structure of the company. By configuring positions,

you can limit the forms that can be used based on those positions. Additionally, you can add specific positions to the approval flow.

2.1 Position Registration Methods

1. Select I-Basic Information Setting ] in rAdministration Function] on the left side and select rPost rank] from the list on

the screen.

Application function

Basic Information Setting List

Approval function

User
[31items ]

Approve

Shari v function Register users who can use the service. Users can be associated

with groups or titles.
Applications you shared
Applications shared to you

View applications

Group
[20items |

Adminis

All applications

Register the group corresponding to the department of your
company. You can set the group to which the user belongs and

Allfiles link the group to the application.

Basic information setting

2. Select l-Register new position |

Route
[ 34items ]
Register an approval flow as a route. By linking a route toa

form, the approval flow will be automatically applied to the
request using the form

Post rank
[13items ]

Register a position. By registering, you can set up a position for
the user, and you can also specify the position in various
settings.

Form
[35items |

Register a form, which is a template for a request document. By
registering, the applicant will be able to use the form to apply.

Project
[ ditems ]

You can register a project. Registering will allow you to link your
project to your application information

Form categories
[ 10items |

Registering a form type allows you to manage your forms by
classifying them

Generic master settings
[ 6items ]
You can set up your company's unique master data. (i.e. master

data of rentable PC) By setting up the master data as a form
item, you can select the master data when you apply a request.

X If you haven't registered yet, after selecting 1, the screen I—Register new position] in the 3rd order will appear.

Position list

List of registered position
Register new position from the below button

Register new position

Code Position name Explanation

manager

Position
rank@



3. Fill in basic information of position

Register position

Register position used in you company such as Chief Director

Show position list

General Information

Position name
(required)

Position code

Explanation

Input position name (required)

Input position code (Optional

nput position explanation (Optional

WORKFLOW

Position name

Required

Enter the registered position name.

Position code

Not mandatory

Enter the code used to distinguish the positions of registration.

Duplicate codes cannot be registered.

Please enter the case of registering a user by CSV.

Explanation

Not mandatory

Enter the description of the position you want to register for.

4.Click I-SaveJ The position registration will be completed.

Register position

Register position used in you company such as Chief Director

Show position list

General Information

Position name
(required)

Position code

Explanation

manager

nput position explanation (Optional

Update




2.2 Position Modification

The steps for changing the basic information of the registered position are as follows.

WORKFLOW

1.Select I-basic information setting ] in I-Administration Function ] on the left side and select I-Post rank] from the list on the

screen.

Basic Information Setting List

User
[31items |

ho can us orvice. Usars can be as:

u shared

shared to you

Group
1 20items |

Register the group con

ding to the depart

company. You can 0 which the use

ik the group to thy

Route
[ 4items |

Form
[ 3Sitems |

Post rank
[ 13items |

Project
{4items |

U Can set up 3 poss
position in various

You can

jon

2. Click on the position you want to modify on the screen |-Position list

Position list

List of registered position
Register new position from the below button

Register new position

@ will allow you to link your

Form categories
[ 10items |

1 t0 MANage your

Generic master settings
 Gitems |

. - Position
Code Position name Explanation rank@
Al Al Al

manager 1

3. Edit the title you want to modify, then click

Register position

Register position used in you company such as Chief Director

Show position list

General Information

Position name

rUpdateJ

manager

(required)

Position code 02

Explanation nput position explanation (Optional

Update



WORKFLOW

2.3 Position Deletion

You can delete a registered form type as follows.

1. Select I-Basic information setting] 1 in rAdministration Function] on the left side and select rPost rank] from the list on

the screen.

Basic Information Setting List

User Route Form Form categories
[ 3litems | [ 34items ) [ 3Sitems | [ 10items |

ice. Usars can be associated

pe allows you to manage your forms by

Group Post rank Project Generic master settings
[ 20items | [ 13items | [ ditems | [ Gitems |

will allow you to link your

jon setting

2. Use the mouse to point to the position that you want to delete on the screen. |—Position list]

Position list

List of registered position
Register new position from the below button

Register new position

Position
rank@

Code Position name Explanation

manager 1

=



WORKFLOW

3. Click icon m on the right side.

Position list

List of registered position
Register new position from the below button

Register new position

Code Position name Explanation

Position
rank@
Al

e

manager

4. If you click I-YesJ , the deletion process will be completed. **Please note that deleted data cannot be recovered.

Are you sure you want to delete it?

Are you sure to delete manager?

Please note that the position rank settings associated with the user will also be
deleted.

ND



3. User Registration (User)

A “ User”

registered, they can log in to the system and have the ability to submit requests and approve them.

3.1 User Registration Methods

WORKFLOW

in Jobcan Workflow refers to an individual who uses the system, such as an employee of the company. Once a user is

1. Select I-Basic information setting ] in I-Administration Function] on the left side and select I-UserJ from the list on the

screen.

Application function
Apply
My applications
My files
Approval f
Approve
Shar ction

ator function

All applications

All files

Basic information setting

Basic Information Setting List

[31items ]

Register users who can use the service. Users can be associated
with groups or titles.

Group
[20items ]
Register the group corresponding to the department of your

company. You can set the group to which the user belongs and
link the group to the application

Route

[ 35items |
Register an approval flow as a route. By linking a route to a
form, the approval flow will be automatically applied to the
request using the form.

Post rank

[13items |
Register a position. By registering, you can set up a position for
the user, and you can also specify the position in various
settings.

2.Click on I-Register new user] atthe top screen of I-User list |

Form
[35items ]

Register a form, which is a template for a request document. By
registering, the applicant will be able to use the form to apply.

Project
[ ditems ]

You can register a project. Registering will allow you to link your
project to your application information

Form categories
[ 10items ]

Registering a form type allows you to manage your forms by
classifying them

Generic master settings
[Titems]
You can set up your company's unique master data. (i.e. master

data of rentable PC) By setting up the master data as a form
item, you can select the master data when you apply a request.

X In the case that the user has not yet been registered If |-UserJ is selected in step 1, the rRegister User] screen will

appear.

User list

Registered user list. You can register new user from the button below.

To integrate user information from Google Workspace (former G Suite), click here..

PSRRI I Dot et

3. The user registration screen will appear.

User registration

Register a user. If you want the user to register their own name and password, click "User Invitation".

To import a user via CSV, please set it up from "User Import"

Show user list

General Information

Name (required)

Staff code

Email address
(required)

Enter staff code, such as staff number, to differentiate each user

Input email (requ




WORKFLOW

4 Register rGeneral Information_] of the user

User registration

Register a user. If you want the user to register their own name and password, click "User Invitation".
To import a user via CSV, please set it up from "User Import"

Show user list

General Information

Name (required) nput name (requ

Staff code

Email address

(required)

Send invitation email
Invitation email
Check the box to send invitation email to the registering user

Search group Clear
Group

Please set group that this user belongs to. Multiple setting is possible.

Post rank — o
Set position for this user. Multiple setting is possible

Name Required Enter the name of the user you want to register.

Limitations for registration: The |—First Name] and |—Last Name] are within 32
characters.

Staff code Not mandatory Enter ID of the user such as staff code.

Limitations for registration are within 50 characters.
X The staff code cannot be used by another user.

E-mail Required Enter the email of the user who want to register. The user must use the email that
has been set in the current configuration for login.

Invitation email Not mandatory In case you want to send an invitation email to the registered user,click on the
checkbox. If the checkbox is clicked and the user registers ,an invitation email will
be sent.

Group Not mandatory Please click on search and select the group to which the user belongs.

Multiple groups can be selected.

Post rank Not mandatory The user can select multiple positions.

You can link the position information to the group.




5. Configure user system limitations.

Authority : It is the process of defining the scope of usage for each user. Each authority will vary in terms of the system’s functions

and detailed usage , as specified in the table below.

MNormal user

~

WORKFLOW

Authority
Only functions such as application and approval are available. (This applies to general employees.)
Authority code 1 2 3 4 5 6 7
0}
an resource Reque
0 Ad anage a e anage
) e anage
Application function
Apply v v v v v v v
My application v v v v v v v
My files v v v v v v v
Approval function
Approve v v v v v v v
Sharing / View function
Applications you shared v v v v v v v
Applications shared to you v v v v v v v
View applications v v v v v v v
Administrator function
All applications v v x x x x v
All files v v x x x x x
Basic information setting v v x v x
Create a user with
only “Normal User”
Create a user with only “Normal
and human
Adding/changing User” and “System
resource officer
User v Admin authority is X Management” authority. X X
authority.
not allowed. Changing Admin authority is not
Changing Admin
allowed.
authority is not
allowed.

Route v v x v x x x
Form v v x v x x x
Form categories v v x v x x x
Group v v x v x v x
Post rank v v x v x v x
Project v v x v x x x
Genetic master data v v x v x x x




WORKFLOW

Request referrable Search form

form

All requests created with the forms set here wil be viewable. Multiple setting is possible.

Set as approver

Approver

Check the box to set approvers of this user.

Set as request editor

Request editor

Check the box to set restriction for editing request detail on this user.

Request referrable form

Not require. You can configure the forms that users can reference.

Approver

Select whether the user is an approver or not

The users selected in this field will be displayed as |-Group approver ]

Request editor

Select whether the user is a request editor or not. The users selected in this field will be able to
edit the content of the request.

**Please note that the "Request Editor" feature is available only in the paid plan.

6. The Setting in I-Proxy Setting] set another user as an agent to send requests or approve if using the request function instead.

Users who are unable to submit requests themselves for reasons such as being busy or out of work. will be able to allow other users

to set ability to be an agent for submitting requests / approvals instead.

Proxy settings A

+Add proxy application setting

Apply by proxy

Select "proxy requester’ for this user

+Add proxy approval setting

Approve by proxy

Select "proxy approver' for this user

7. After completing the settings and entering the necessary information , click rSaveJ To complete the user registration.

Save




4. Registering a workflow (Route)

WORKFLOW

The route of Jobcan Workflow rApproval Flow] is the company's approval process that can be configured with various

conditions. Once the approval flow is set up and registered, when a request is submitted in a form, It will follow the approval flow that

has been registered. After registering the approval flow, it can be used for multiple forms, allowing the same approval flow to be

applied to various forms.

4.1 How to register a route

1.Select I-Basic Information Setting List] in I-Administrator Function] on the left side and select I-RouteJ from the list on the

screen.

Basic Information Setting List

User
[31litems]

Register users who can use the service. Users can be associated
with groups or titles.

Group

[20items ]
Register the group corresponding to the department of your
company. You can set the group to which the user belongs and
link the group to the application.

Route
[ 3sitems ]

Register an approval flow as a route. By linking a route to a
form, the approval flow will be automatically applied to the
request using the form

Post rank

[ 13items ]
Register a position. By registering, you can set up a position for
the user, and you can also specify the position in various
settings.

2. Select I-Register New Route | at the top

Form
[ 35items ]

Register a form, which is a template for a request document. By
registering, the applicant will be able to use the form to apply.

Project
[4ditems ]

You can register a project. Registering will allow you to link your
project to your application information

Form categories
[10items ]

Registering a form type allows you to manage your forms by
classifying them

Generic master settings

[Titems ]
You can set up your company’s unique master data. (i.e. master
data of rentable PC) By setting up the master data as a form
item, you can select the master data when you apply a request.

Xln case there has been no registration at all, once you select rRou'[eJ in step 1, rRegister New Route ] screen will appear

immediately in step 3.

Route list

This is the registered route list. Add new route by clicking the button below.

Registered route can be used with multiple forms
Drag and drop the route to change the order of this list

Register new route CSV upload CSV Sample Download CSV



3. Fill in basic information of the route

Register route

Set approver for each step and create approval route
Registered route can be set in multiple forms

Show route list

General Information

Route name

(required)

Route code

Explanation

Input route code (optiona

WORKFLOW

Viewer Set viewer
Route name Required Input route name
Route code Not mandatory Input route code
Explanation Not mandatory Add a route explanation
Viewer Not mandatory Users can be set up to be able to monitor the route.

4. Step setting of the route

rStepJ refers to the approval sequence.

Step setting

Add step to approval step using the '+" button

Step name
step1
1 i v [+

(@ Selectuser () Select group/position® () Select top group/position®  (7) Select when making request® () Requester

Approver Select user that will be the approver for this step m

(required)
(] Attrequired approvals
[] Excluding the applicant themselves

Step name Input the name of the step.

Approver

You can select the conditions of the approver you want to configure in that order, as desired.




WORKFLOW

Click o You can add the step of approval. Click ° You can delete the step of approval.

There are 5 ways to configure approvers for each approval sequence.

@ Select user

@ Select group/position
@ Select top group/position
@ Select when making request

@ Requester

1.Select user
You can directly assign users in the approval step, and you can select multiple names. “*However, you cannot select users who do

not have the authority to be an approver.

Step setting
Add step to approval step using the +' button

1 Step name stept
(required)

(@) selectuser  (7) selectgroup/position® () Select top group/position @ (7) Select when making request®  (7) Requester

Approver Select user that will be the approver for this step m
(required) —

[[] Al required approvals

[] Excluding the applicant themselves

Save

Settings In this format You can select one of the conditions below.

To approve all without specific order, check the box (\/). If you want a single person to

D All required approvals approve, then move to the next approval level without checking the box.

Excluding the applicant themselves To exclude, put a checkmark (V) ifthe requester is one of the approvers. **Applicable

only for approval steps with multiple approvers.



WORKFLOW

{Example]
From the image, choose whether, in step 1, users who can approve are both Mr.E and Mr.B. If either one approvers, the flow will

proceed to the next step.

Add step to approval step using the '+' button

Step name
(required)

(@ Selectuser () Select group/position @  (7) Selecttop group/position @  (7) Select when making request®  (7) Requester

Approver Praow Test  testtest
(required)

D All required approvals

D Excluding the applicant themselves

Result: The approvers that will be shown in this step of the approval flow are Mr.E and Mr.B.

Approval steps Applicant's post rank :  President v
Reflect the latest application route
1 I/.ﬁxllre uired a rovats\l
\_ q PP Y,

Step name : Step 1: Supervisor

Approver: E Mr.

Approver: B Mr.

stept o °



WORKFLOW

2. Select group/position

You can set the approver based on the selected group and position. To use this condition, it is necessary to establish a linkage
between the user and the group and position first. After that, you can configure the approver by dividing the group levels. You have
the option to set the approver to be rAffiliated with a higher-level group] or use the position hierarchy and set it as rHigher—

level position ] or ILower-level position |

Settings In this format You can select one of the conditions below.

|:| All required approvals To approve all approvers without a specific order, please mark the checkbox (\/). This
will advance the workflow to the next approval step without requiring individual
approvals. If you want a specific person to approve, simply leave the checkbox
unchecked. The workflow will then proceed to the next approval step once that
designated person approves it.

Excluding the applicant themselves To exclude the requester from the list of approvers, please mark the Checkbox(\/) if
requestor is also one of the approvers. **This only applies to approval steps with

multiple approvers.

Skip condition
[] 1f no approvers that satisfy the criteria above To skip an approval step if there are no approvers who

meet the specified conditions in that step,please mark

the checkbox(\/)

[] if the requester has a position thatis| higher than Leader v To skip an approval step if the position of the requester
is higher than or equal to the selected position, please
mark the (\/),

{Example]

o
did
Mr.A (President)
@

[ ]

Mr.D (Manager)

OPERATION
| ___________________
Cloud System
[ 4

| |

| |

| |

| |

- ! o !

dh

Mrl (Leader) l Mr.M (Manager) :

| |

| | |

| 2 :

Infra Helpdesk | |

[ ] . | Mr.J (Leader) :
|

[ | ,

MrK (Senior Eng)  Mr.L (Senior Eng.) | :
|

’Jﬁ | ® ® @ |

: dah ah & :

® ® ® @& | Mr.N (Asst.Manager) EngineerS Engineer6 |

ah - S |

Engineerl Engineer2 Engineer3 Engineerd
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Example condition 1 : Set the approver in step 1 to be the approver in the network group, holding the position of leader.

Result: The approver to be shown in this approval flow step is Mr. J.

Step name Step
(reqired) Approval steps
() selectuser (@) Select group/position® () Select top group/position®  (7) Select when making request @ - Reflect the latest application route
1 ( Need one approval \
Group Network - belong to a group lower than this v o
Approver Step name : Step 1
(required) - 2 inthis posit
Post rank Leader approver in this position \i Approver : J Mr.

Example condition 2 : The approver configuration in step 1 is the approver within the network group with the position of leader or

higher.

Result: The approvers who will be shown in this approval flow step are Mr.J and Mr.M.

1 Step name Sip Approval steps

(required)
Reflect the latest application route

1 All required approvals

() selectuser (@) Selectgroup/position® () Selecttop group/position®  (7) Select when making request @ I

Group Network - belong to a group lower than this v Step name : Step 1

Avpprov:v Approver:J Mr.

Postrank  Leader l - Approvers of the posifion rank above

Approver : M Mr.

Example condition 3: The approver configuration in step 1 is the approver within the network group with the position of leader or

Lower.

Result: The approvers who will be shown in this approval flow step are Mr. J and Mr.N.

D) ||
Approval steps
f Select user : Select group/position@ () Select top group/position @ Select when making request @ I
S 1 All required approvals
Group Network - belong 10 a group lower than this v /
Approver Step name : Step 1
Postrank | Leader 'Appmversofmepositionrank belowl Approver:J) Mr.

Approver : M Mr.
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{Example]

Cloud System

Mr.I (Leader)

) A |

! |

' Helpdesk [ e

| elpdesk J§ -

: . . : Mr.J (Leader)

l dh , I |

: Mr.K (Senior Eng.) Mr.L (Senior Eng.) : [ [ |

i | [ 4 ® e
. | dh & &
: a ") a ’.) | Mr.N (Asst.Manager) Engineer5 Engineer6
M M @ & |

| Engineerl Engineer2 Engineer3 Engineerd I
- |

Example condition : The approver settings for step 1 are the approvers within the group of the requester, in the position of senior

engineer.
1 Step name Step 1
(required)
-Cj Select user @ Select group/position € -Cj select top group/position € .C:. Select when making request @ (j. Requester
Group The group to which the applic only A4
Approver
(required) Post rank senior engineer - Approvers of the position rank below

Result If the requester is engineer1, the approver to be shown in the approval workflow for this step is Mr. K.

If the requester is engineer1, the approver to be shown in the approval workflow for this step is Mr. L.
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3. Select top group/position

If linking positions with groups, it is possible to set higher-level positions and groups for the group to which the requester belongs.

{Example]

Mr.A (President)

(oo

Mr.D (Manager)

2 Level OPERATION

3 Level

Mr.! (Leader)

1 Level Cloud System

Helpdesk
o [ 3

Mr K (Senior Eng.) Mr.L (Senior Eng.)

r—J—r r—‘—\
® @ ® ®
- a a -

Requester  gineerl Engineer2 Engineer3 Engineerd

Example condition 1 : Setting the approvers in step 1 to be all the approvers who are in groups with a higher level of hierarchy by at

least 2 levels.

Step name

Siep 1
1 » e

() selectuser  (7) Select grouppasition @ (@) Select top group/pasition @  (7) Select when making request®  (7) Requester
2 Layer | Belong o a higher group v

Approver

reqeired Al approvers
: Allrequired approvals
: Excluding the applicant themselves

Skip condition [ If no approvers that satisfy the criteria abave

Result: If the requester is engineer 1, the approver who will be shown in the approval flow for this step is Mr.D

Approval steps-
PP P Applicant's post rank : enginger v

Reflect the latest application route

1

Step name : Stepl

Approver: DMr.
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Example condition 2 : Setting the approvers in step 1 to be all the approvers who are in groups with a higher level of hierarchy by at

least 2 levels.

Step name
7| I step oe
) Selectuser () Select group/pasition @ 0 Select top group/pasition @ () Selectwhen making request @ ) Requester
2 Layar | Batang to a highar group v
Approver
e All approvers
M required appravals
Excluding the applicant themsetves
Skip candition if o approvers that satishy the criteria abave

Result: If the requester is Engineer 1, the approver who will be shown in the approval flow for this step is Mr. D. and Mr.A

Approval steps-
oP P Applicant’s post rank : engineer v

Reflect the latest application route

1

Step name : Stepl

Approver: DMr.

Approver: AMr.

Settings In this format You can select one of the conditions below.

|j All required approvals To approve all approvers without a specific order, please mark the checkbox (\/).
This will advance the workflow to the next approval step without requiring individual
approvals. If you want a specific person to approve, simply leave the checkbox
unchecked. The workflow will then proceed to the next approval step once that
designated person approves it.

Excluding the applicant themselves To exclude the requestor from the list of approvers, please mark the checkbox (\/)

If the requestor is also one of the approvers. **This only applies to approval steps

with multiple approvers.

Skip condition

[] 1f no approvers that satisfy the criteria above To skip an approval step if there are no approvers who

meet the specified conditions in that step, please mark the

checkbox (\/).
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4. Select when making request

You can configure to allow selecting from all available approvers when the requester submits the request.

{Example]
1 Step name Step 1
(required)
() selectuser (7 Select group/position @ () Select top group/position @ (@) Select when making request@® () Requester
Group All groups
Approver
(required) Postrank | All approvers

|j If multiple approvers are selected when making request, approval from all of them are required

B Excluding the applicant themselves

Requester: You need to designate approvers when submitting the request.

Approval steps: Applicant's postrank :  CEO v
Reflect the latest application route
—_—
1 | Need one approval ) 0 °

Step name : Stepl

Select a user

Search approvers

Approver/Email address/Group name

h

Phathumma Panthitra (panthitrap@donuts-bkk.com)

JOBCAN TH

Songsermsit Piyabhon (piyabhons@donuts-bkk.com)
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5. Requester

Requester : You can set up to approve the request yourself.

i Stepname Step 1
(requirad)
“.PP".'“I" () selectuser (7)) Select group/position ®  (7) Select top group/position®  (7) Select when making request® (@) Requester
\lrequired)

>< You can set up a requester who does not have the authority to be an rapproverJ as an approver.

This setting can be configured during the request submission, not just limited to the route set up.

>< Click on I-Edit Approval route | at the bottom right of the rApproval route ] section.This is only applicable when rEdit

route | is permitted in the form settings.

4.2 Editing a workflow (Route)

You can change the order of the route and their names. If you change the order in the middle , the workflows for the requests that

have already been submitted will not be affected and will remain unchanged.

1. Select l-Basic Information Setting] in I—Administrator Function ] on the left side and select rRouteJ from the list on the

screen.

2. Click on the route you want to modify in the

Apply
My applications

My files

Approve

Administrator function

All applications

All files

Basic information setting

Basic Information Setting List

User
[31items |

Register users who can use the service. Users can be assaciated
with groups or titles,

Group

[ 20items |
Register the group corresponding to the department of your
company. You can set the group to which the user belongs and
link the group to the application.

[Route list ]

Route
[ 35items |

Register an approval flow as a route. By linking a route to a
form, the approval flow will be automatically applied to the
request using the form.

Post rank
[13items |

Register a positio

by registering, you can set up a position for
the user, and you can also specify the position in varlous
settings

Form
[ 38items |

Register a form, which is a template for a request document. By
registering, the applicant will be able to use the form to apply.

Project
[4ditems]

You can register a project. Registering will allow you to link your
project to your application information

Form categories
[ 10items |

Registering a form type allows you to manage your forms by
classifying them

Generic master settings
[ Titems |

p your company's uniqs data. (l.e. master
datao PC) By setting up the master data as a form
you can select the master data when you apply a request




WORKFLOW

4.3 Deleting a workflow

You can delete routes that you have created, but you cannot delete route that have been set up in a form.

1. Select I-Basic Information Setting ] in rAdministrator Function] on the left side and select rRouteJ from the list on the

screen.

Basic Information Setting List

User Form Form categories
[ 3ditems | [ 3%items | | 10items |

Group Post rank Project Generic master settings
[ 20items | [ 13items | [ ditemms | [ Titems |

Regisred the growd Conespeading to

101 3 progect. Registering wil aliow you 10 lind

2. To delete a route, hover your mouse over the route you want to delete on the screen. I—Route list |

Code Route name Q

sYEas (¥XH) »
FARBICERSI NI ERTY =

3. Click on the iconm located on the right. Please note that once you delete the data, it cannot be retrieved.

4. Once you click rYesJ the deletion process will be completed, and a message will appear at the bottom of the screen.

Are you sure you want to delete it?

Are you sure to delete IT Request?(The routes already set on any application forms will

not be deleted)
:

In the case where you attempt to delete a route that is connected to a form (request form), you will receive the following

notification, and the deletion cannot proceed.

This route is used in the form route. Please check the form.
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4.4 Simulating a route

In the case of submitting a request using a pre-existing workflow, you can simulate and see which users are the approvers in

the approval workflow.

1.Select I-Basic Information Setting ] in rAdministrator Function | on the left side and select rRouteJ from the list on the

screen.

Basic Information Setting List

User Route Form
[ 33items | [ 3Sitoms |

Form categories
1 3%items | | 10items |

fow

Group Post rank Project
[ 20items | [ 13items |

Generlc master settings
| ditems | | Titems |

.

pany
kthe g

2. Point your mouse to the route you want to simulate on the screen. I—Route list ]

Code Route name Q

BL#ES (TAH)

TAMHICERINIRBTY L

=
=)

3.Click onicon A in the right side.
4. The rSearch User] bar will appear. Select the users you want to check as approvers in the approval workflow when submitting
the request.
Search users

Search user

Satutham Patcharaboon (patcharaboon@gmail.com) (Admin)

Office  JOBCAN TH

Akkralawan Pitchapha (pitchapaa@jobcan.in.th) (Admin)

Office  Sales JOBCANTH

Kaseinsin Piyamon (piyamonk@jebcan.in.th) (Admin)

Sales Office JOBCANTH

Hiroki Wakabayashi (hirokiw@donuts-bkk.com) (Admin)

JOBCANTH Office Sales
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5. In the case where the user selected to submit the request. the displayed approvers in the approval workflow will be shown

separately based on the approval sequence.

Jobcan th
The following is a list of potential approvers when Satutham Patcharaboon uses this approval path.

Group attime of  Position at time of

stepl
application application P L=

Satutham Patcharaboon
Akkralawan Pitchapha
Office Manager Pa Wimwipakorn Songsermsit Piyabhen
Phathumma Panthitra
Jobcan Praew

Satutham Patcharaboon
Akkralawan Pitchapha
JOBCANTH Pa Wimwipakorn Songsermsit Piyabhon
Phathumma Panthitra
Jobcan Praew

Group during submission. = Displaying groups during request submission.
In the case where the requester belongs to multiple groups, the approvers for the request will be
displayed based on each respective group.

Post rank during The position of the requester will be displayed when submitting the request.

submission In case the requester holds multiple positions, the approvers for the request will be displayed
based on each of those positions.

Order Displaying the approvers for each configured level in the route.
Iftheicon @ s displayed, it indicates that there is no approver who meets the conditions,

causing an error when submitting the request.

4.5 Copying a workflow

A route can be copied, edited and registered as another route.

1.Select I-Basic Information Setting] in I-Administrator Function ] on the left side and select rRouteJ from the list on the

screen.

Basic Information Setting List

Route Form Form categories
[ 300 | 1 3inems | [ 30items |

Group Post rank Project Generic master settings
[ 300ems | [ 1300 | [ e | | Thems |
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2. Point your mouse to the route you want to simulate on the screen. rRoute list ]

Code Route name Q

B5%E8 (F2H)
TAMRBIERS W ERTY

3. Click on the f?_-| icon on the right.

4.To move to the page for creating a new flow with the same content, you can click on the flow name that has the word rcopy .

1 appended to it. After that, you can make the necessary modifications and save the changes.

Register route

Set approver for each step and create approval route
Registered route can be set in multiple forms

Show route list

General Information

Route name Copy IT Reguest
(required)
Route code ITo1|
Explanation Add route explanation (Optional
Viewer Panthitra Phathumma

4.6 Sorting route

You can arrange the route that have been created in the order you want for display.

1. Select rBasic Information Setting ] in rAdministrator Function] on the left side and select rRoutej from the list on the

screen.

Basic Information Setting List

Form Form categories
| I%items | [ 10items |

User
[32items |

am, which s a tomplate fof a requést decument, By o1 type allows you to manage your forems by

Group Post rank Project Generic master settings
[ 20items | [ 13items ) [ ditems ) [ Titems |




2. Click on the route you want to re-order on the rRoute List |

position.

Route list

This is the registered route list. Add new route by clicking the button below.
Registered route can be used with multiple forms
Drag and drop the route to change the order of this list

Register new route CSV upload €SV Sample

WORKFLOW

screen and hold it. Then,drag it up or down to the desired

Code Route name Q
EEEBR (FAF)
TAPRCERI NIRRT

I:)p-UDl Jobcan th LAm

3. After moving the flow, click I-Save this order |

Route list

This is the registered route list. Add new route by clicking the button below.
Registered route can be used with multiple forms
Drag and drop the route to change the order of this list

SN Sawpa e

Code Route name

BEEER (FZH)

FRFBICFRINIEBTS
0p-001 Jobcan th
ACC AcC
001 Test

winiaq
123 BaudnAGunY

QATuuy

dwsudndaiaannas awziin A

at the bottom,and the updated flow order will be saved.

) Save this order
dannars
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5. Registering Forms
The form refers to a request form in the jobcan workflow system. It can be customized to match specific requirements of the

company. Once the form is registered, It can be used to create specific request forms and submit requests accordingly.

5.1 Registering Forms
1. Select I-Basic Information Setting ] in rAdministrator Function] on the left side and select rFormJ from the list on the

screen.

Basic Information Setting List

Apply
My applications User Route Form categories
[31items | [ 36items | [ 10items |
My files
Register users who can use the service. Users can be assoclated | Register an approval flow as a route. By linking a route to 2 Re g form type allows you to manage your forms by
with groups o titles. form, the approval flow will be automatically applied to the classifying them
request using the form
Approve
Group Post rank Project Generic master settings

[ 20items | [13items | [ 4items | [ Titems |
All applications

er the group

apositionfor  You can register a project. Regis 1 up your comp:

g will aflow you to link your
project to your application information
Al files P y plication

Basic information setting

2. Click rRegister New Form] at the top of the Form List page.

leyou do not register and select I—FormJ in Step 1, the I—Register New Form] page will immediately appear in Step 3.

Form list

Registered form list
Drag and drop to change the order of this list
Rearranged order in the form list will also be reflected in the request page

Register new form

3. General Settings for the Form are as follows:

Form name Require Input form name

Form explanation | Not mandatory You can add a description for the form. The content entered will serve as a
description of the form, and the requester will be able to review it before

submitting the request.

Route Require Select the route you want to register as the approval flow for this form from

all the flows created.
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View Permission Not mandatory > Sharing: All users can access the form.

> Not Sharing : No users can access the form (for forms that are still
being created and are not ready for use).

> Youcan configure the user access scope for the form based on

groups/positions or the time period during which the form will be

published.

4. You can add or modify key headings in the request form under rItem Setting] Click the icon 0 to add a new heading.

Iltem setting

@
@
T

New item Please

T

5. After clicking “add Item” a screen will appear for configuring the form heading. The default heading type is set as a single-line
text with the name New Heading as shown in the image below.

For the heading name and properties, you can customize them as desired. You can also set whether it's required or optional to fill in.
Once you've configured the heading, click I—SetJ and the entered heading will have an impact on the form.

Form item setting

Item type Single-line text ~

Item name -
New item

(required)

optional/required D Required

Character limit @ No w‘::] Fixed @ (:} Range setting @
Input format (@) Norestriction (") Must be alphabets and numbers @

Unit

Set information such as unit to display en the right of items

annotation

Set Option Setting @

=l -



Types of headings that can be added to the form include

WORKFLOW

Types of headings

An example of how information is displayed on the displayed on the request from

page is as follows.

Single-line text

First-Last name

Multiple-line text

Multiple-line text

Number item

ID card number

Date selection

Date
Select month month
Radio button Redio button ®a O8 Oc Qo
pulldown menu Pulldown o nsANEan — v
Checkbox Check box A B [Jc [Jo

Request selection

Request selection

User selection

User selection

Select a group

Select a group

Select a project

Select a project

Generic master data selection

Generic master

; Search
data selection

Clear

Attachment selection

Attachment File

{required)

Select file

Headline

Main headline-travel requisition

Explanation

JOBCAN provides 3 services as follows:

1. Attendance Management is managing the time in and out of employees.

2. Workflow is an online company's document management system.

3. Payrollis an online employee salary calculation system. Helps to calculate salary and employee taxes every month
if the customer is interested. for testing the system ask for service fee or other additional information

Please contact Line official ID: @jobcan or Tel.02-107-1867

Statement

Borrowed items

Order Borrowed items

Amount

Hoe
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Time

Time HH

Calculation

Purchase item Input amount X | Input Unit price

6.You can use the I-Form ltem setting | feature for requests to configure the default topic that will be included when setting up this

form. If you set the request topic, it will automatically appear in the topic field when submitting the request.

Form Title Setting

(@ Permit () Not permit

You can set whether or not to allow the applicant or the editor to edit the title when applying or adjusting

Enter Permission

Input initial value of request title
Initial Value

Set default title when making request

7. You can configure other setting of the form in the section of I-Detail setting |

Detail setting

You can set more form detials

Form categories Select form type (Optional)
Select from registered files Register new file and attach

Selected file can be downloaded as reference for the request

Explanation file

Edit route @ Can add/delete O Add only O Not permit

(requester) Set if requester can edit route when making request or not

Edit route © Add only O Not permit

(approver) Set if approver can edit route for requests that are in process or not

(@ Permit () Not permit

Edit viewer

Set if requester can edit list of users who can view the request or not
Numbering © Commaon request number O Request number for each form
method

You can set if you'd like to number request ID for each form or not
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The configuration of details can be set according to the following options. The displayed headings may vary depending on the

format of the form.
Title

Form categories

Explanation file

Edit route (requester)

Edit route (approver)

Edit viewer

Numbering method

Items with time-limit approval

File attachment

Related group item

Related project item

Cloud Sign

Detail

If there are categories available, you can configure the type of the form.

If configured, the request form will be displayed based on its type during submission,
making it easier for the requester to locate the appropriate form.

You can configure Form 1 to have multiple types of form formats.

You can attach reference documents related to the submission process, and the requester
will be able to review the attached files when submitting the request.

You can configure the request submission settings to allow the requester to either add or
remove route modifications, grant permission for adding modifications only, or disallow any
modifications.

You can configure the approval settings to allow approvers to add comments or not allow
them to make changes.

You can configure whether the authorized reviewers can be edited when submitting a
request or not.

You can choose how to arrange the ID numbers when submitting requests. You can either
arrange them starting from 1 for all forms combined, or arrange them starting from 1 for
each individual form.

If you choose I—Request number for each form_| a field will appear for entering the ID to
be used in that request form. Please set the ID using English letters and numbers, for
example, ITOO1.

You can configure whether the requester is allowed to set the approval deadline and
submit the request after approval

If you choose to allow this, the field for setting the approval deadline will appear when
submitting the request.

You can configure whether it is required to attach files when submitting a request or not. If
set as required, submitting a request without attaching files will not be possible.

If you choose not to make it necessary, the file attachment section will not appear

You can configure whether the option to select related group headings should appear
When submitting a request or not. If set to appear,you can also further configure whether it
is required or not to select a group heading.

You can configure whether the option to select related group headings should appear
When submitting a request or not. If set to appear,you can also further configure whether it
is required or not to select a project heading.

'>:<The display of contrast files related to cloud sign can be configured to appear only
when selecting a versatile form. You can also set whether to display these contract files and

further configure whether their presence is necessary or not.
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Approver's information In the approval flow during the submission of a request or in the approval status after
submitting a request, In the field for the approver's name, you can choose whether to
display the position or group to which the approver belongs.

XThe display of groups or positions will only be shown for approvers who hold a specific
position.

The currency of the total amount You can specify the currency unit to be used in the “Total counting in” menu.

8.  After completing the configuration,click I-saveJ on the |-RegisterformJ screen. The form then be successfully

registered.

Save

5.2 Editing a form

In the case where you need to modify the configured headers or change the name of a registered form,you can make edits
accordingly.
**Request submitted using a specific form will not be altered after submission, and any modifications will not affect ongoing or saved

requests. However, when exporting CSVdata for requests, only [the headers configured in the form will appear]. Please be cautious.

1. Select I-Basic Information Setting ] in I-Administrator Function] on the left side and select rFormJ from the list on the

screen

Basic Information Setting List

Ap

My applications User Route Form categories
My fil [ 31items | [ 36items | [ 1litems |
My files
Register users who can use the service. Users can be associated  Register an approval flow as a route. By linking a route toa 3 form, which s a template for a request document. By Registering a form type allows you to manage your forms by
with groups or titles e approval flow will be automatically applied to the registering, the appiicant will be able to use the form toapply.  classifying them
uest using the form.
Group Post rank Project Generic master settings
[ 20items | [ 13items | [ ditems | | Titems |
ister the group corresponding to the department of your Register a position. By registering, you can setup a positionfor  You can register a project. Registering will allow you tolinkyour  You can set up your company's unique master data. (i.e. master
company. You can set the group to which the user belongs and  the user, and you can also specify the position in various project to your application information data e PC) By setting data as a form
link the group to the application sattings. item, you can select the master data when you apply a request.

2. Click on the form you want to edit on the screen. rForm list]

Form list

Registered form list
Drag and drop to change the order of this list
Rearranged order in the form list will also be reflected in the request page

Register new form

Form View -
Form format " Form name . Form explanation
categories Permission
Al v Al ~

Public )

General ", - ITREQUEST (IT Request)
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3.The screen [Register Form ] will appear for you to make edits. However, it's not possible to change the [Form Format] of a form that

has already been registered.

Register form

"Form' means the prescripted document that can be chosen when creating a request
Set items and routes for each form as needed

Show form list

General setting

Form format Generic form Expense settlement Payment request
Form name ITREQUEST

(required)

Form explanation Input form explanation

Route (required) IT Request v

() pisclose () Setas private (@) Setand disclose users and period

4. After making the edits,click on [ Update ] in the [Register Form] screen. The configuration

Changes will take effect.

Update

5.3 Deleting a form
Deletion will not affect requests that are in progress or requests that have been saved. Even if a form is deleted, requests that have

already used that form will not be deleted.

1. Select I-Basic Information Setting ] in I-Adminis'[rator Function] on the left side and select rFormJ from the list on the

screen.

Basic Information Setting List

User Route
133items ) [26itema )

Form categories
[ 3kitems |

Post rank Project Generic master settings
[13items | [ altems ] [ 7items |

Regiter

ing will allow you to link yout

maton
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2. Use the mouse to point to the form you want to delete on the form list screen.

View

F

Form format orm Form name L Form explanation
categories Permission

Al v A Al v

(_general ) - IT REQUEST (IT Request) (publc ) & o

3.Click on the icon ]ﬂ[ that appears on the right side.

4. A confirmation dialog will appear Click [Yes] and the form will be deleted. The data associated with the deleted form cannot be
restored to its original state.
Are you sure you want to delete it?

Are you sure you want to delete the IT REQUEST? (Deleting the form does not affect

past applications made on this form.)
‘

Even if a form is deleted, the requests that have been submitted using that form will not be deleted. Deleting a form will not affect

requests that are currently in progress, requests that have been saved, or requests that have been returned.

**In case you have copied a past request and wish to submit it again, if the form associated with that request has been deleted, you

will not be able to copy and submit it anew.
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5.4 Copying a form

You can duplicate a form that has been created, make modifications to it, and register it as a different form.

1. Select l-Basic Information Setting ] in I-Administrator Function] on the left side and select |-FormJ from the list on the

screen.

Basic Information Setting List

User Route Form categories
{ 3ditems ) [ 36items | [ Akitems |

Group Post rank Project Generic master settings
120¢tems | [13items | [Aitems ] [ Titems |

2. Use the mouse to point to the form you want to duplicate on the screen. |-Form list |

Form View .
Form format . Form name o Form explanation
categories Permission
All v A All ~
(_ceneral ) IT REQUEST (IT Request) ( eublic ) A o

3. Click on the icon fa that appears on the right side.
4. The screen will change to the form creation page with the same content.The word [copy:] will appear in the form name. Make the

necessary changes to the content and then save it.

Form list

Registered form list
Drag and drop to change the order of this list
Rearranged order in the form list will also be reflected in the request page

Register new form

Form View .
Form format " Form name . Form explanation
categories Permission
All v All v
(__ General ) = IT REQUEST (IT Request) ( Public

( cenenal - | Copy:IT REQUEST (IT Request) | (___ Public
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5.5 Sorting a form

You can arrange the order of the forms you have created to be displayed in the desired sequence. If you arrange the order on the

I-Submit Request] page, the forms will be displayed according to the saved sequence.

1. Select I-Basic Information Setting ] in I-Administrator Function] on the left side and select |-FormJ from the list on the

screen.

Basic Information Setting List

Form categories
[ 32items |

User Route
1 33items ) [ 36items )

al flow a5 a

Post rank Project Generic master settings
[ A3items | [ ltems | § Tiems |

2.Click on the form you want to reorder on the |-Form list] page, then drag it from the top to the bottom according to your

preferred sequence.

Form View N
Form format . Form name - Form explanation
categories Permission
Al v Al v
(_ Generat ) y ITREQUEST (IT Request) (_ public )

{ Cme @ 8

General ) . I Copy:IT REQUEST (IT Request) I o

3. After rearranging the flows, click on I-Save this order] at the bottom, and the changed sequence will be saved.

( ceneal ) , ITREQUEST (IT Request) ( public )

( Geneal ) . Copy:IT REQUEST (IT Request) ( eublic )
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6. Registering Form Categories
The form category refers to organizing request forms based on categories. If you configure form categories, you can display request

forms categorized according to their form types.

6.1 Registering Form Categories

1. Select l-Basic Information Setting ] in I-Administrator Function] on the left side and select |-FormJ from the list on the

screen.

Basic Information Setting List

User Route Form Form categories
[31litems ] [36items | [39items | [ 1litems |

Register users who can use the service. Users can be associated er an approval flow as a route. By linking a route toa Register a form, which s a template for a request document. By Registering a form type allows you to manage your forms by
with groups or titles. form, the approval flow will be automatically applied to the registering, the applicant will be able to use the form to apply. classifying them
request using the form.

My files

Approve

Group Post rank Project Generic master settings
[20items | [13items | [4items ] [Titems |

All applications

to the department of your
up to which the user belongs and

osition. By registering, you can set up a position for  You can register a project. Registering will allow you to link your  You can set up your
. and you can also specify the position in various project to your application information P

master data as a form

All files hen you apply a request.

Basic information setting

2. Click on I-F{egister new typeJ at the top. In case there has been no registration before, once you select one and complete it,

the page I-F{egister form typeJ will appear.

Form type list

Registered form type list
Register new form type from the button below

Register new type CSV upload m Download CSV

Form type name : Travel expenses
Code : TE

Form type name : iiinA1t@ung
Code : Test-002

Form type name : Gasoline
Code : Gas



3.Enter the basic information for the form category.

Register form type

Form type can be registered. You can manage your forms by types after registration.

Show form type list

Form type name
L Input form type name (required)
(required)

Form type code Input form type code (optional)

Select form type

WORKFLOW

Parent form type
If you are managing form types by layers, Please set 'parent’ type for this form type
Form type name Input form type name
Form type code Input form type code
X Registering duplicate codes is not allowed.
Parent form type Setting up hierarchy levels for form categories is possible.

4. Click I-SaveJ will complete the registration of the form category.

Register form type

Form type can be registered. You can manage your forms by types after registration.

Show form type list

Form e name
e Invoice
(required)

Form type code o0

Select form type
Parent form type

If you are managing form types by layers, Please set 'parent' type for this form type

Save
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6.2 Editing Form Categories

You can change the name or code of a registered form category.

1. Select I-Basic Information Setting ] in rAdministrator Function] on the left side and select rFormJ from the list on the

screen.

Basic Information Setting List

User Route Form
[ Jlitems | [ 36items | 1 39items |

aform, which Is a

you to manag

Group Post rank Project Generic master settings
[ 20items | [ 13items | [ ditems | [ Titems )

Al files

Application function

Form type list

Apply
Registered form type list
Register new form type from the button below

My files
Register new type CSV upload CSV Sample Download CSV

Approval function

My applications

Approve
Form type name : Travel expenses

Code : TE

Sharing / View function

o : Form type name : iiinA1t@un1e
Administrator function Code : Test-002
All applications 3
Form type name : Gasoline
All files Code : Gas

Basic information setting Form type name : lutiinniuiiay s
Code : 0088
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3. Edit the title you want to change and then click rUpdateJ

Register form type

Form type can be registered. You can manage your forms by types after registration.

Show form type list

Form type name
(required)

uudavnared

Form type code 0099

Select form type
Parent form type
If you are managing form types by layers, Please set 'parent’ type for this form type

Update

6.3 Deleting Form Categories

You can delete the registered form types.

1. Select rBasic Information Setting ] in I-Administrator Function] on the left side and select rFormJ from the list on the

screen.

Basic Information Setting List

User
[3%items |

Register users who ¢an use the service. Users can b

with groups

Group Post rank Project Generic master settings
[ 20items | 1 2itemms | [ 4items | [ Titems |

10 the department of You €an re olisk your  You can set any's unique master data. (Le. master

propct
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2. Click on the form category that you want to edit on the screen. rForm type list |

Application function

Form type list

Apply

Registered form type list

Register new form type from the button below

My files
Register new type CSV upload CSV Sample Download CSV

Appro unction

My applications

Approve
Form type name : Travel expenses

Code : TE
Sharing w function
Form type name : tiinatduniy
Administrator function Code : Test-002

All applications 3
Form type name : Gasoline
All files Code : Gas

Basic information setting Form type name : uiiamianiny @
Code : 0088

3. Click on the icon on m the right side. **The deleted data cannot be retrieved once removed.

Form type list

Registered form type list
Register new form type from the button below

Register new type CSV upload m Download CSV

Form type name : Travel expenses
Code = TE

Form type name :iiinanduns
Code : Test-002

Form type name : Gasoline
Code : Gas

Form type name : Tuiiiaminiad
Code : 0088

4. A confirmation bar will appear at the bottom if you click rYesJ and the deletion will be completed.
Are you sure you want to delete it?

Are you sure to delete Tundinnatfayz?

ND
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7. Registering Projects (Project)
A project is a company's rpIanJ If you register a project, when submitting a request, you can choose a project linked to that

request. You can also manage requests with projects.
7.1 Registering a Project
on the left side and select I-ProjectJ from the list on the

1.Select [ Basic Information Setting] in [ Administrator Function ]

screen.

Basic Information Setting List

Apply
My application: User Route Form Form categories
[ 31items | [ 36items | [ 39items | [ 1litems |
Register users who can use the service. Users can be associated  Register an approval flow as a route. By linking a route to a Register a form, which is a template for a request document. By aform type allows you to manage your forms by

with groups or titles

Group
[ 20items |

form, the approval flow will be automatically applied to the
request using the form.

Post rank
[13items |

registering, the applicant will be able to use the form to apply.

Generic master settings
[ Titems |

Al applications
Sy Register the group @ You can register a project. Registering will allow you to link your

ur application Information

You can set up your company’'s unique master
setting up the master data

partment of your
e user belongs and

Register a position. By registering, you can set up a pasition for
the user, and you can
settings,

0 specify the position in various

Al files
Al il e master data when you appl

Basic information setting

2. Click on I-Register project] at the top if there is no previous registration.After selecting one and completing it,the screen r

Register ProjectJ will appear as the third option.

Project list

Registered project list
Register new project from the button below

CSV Sample Download CSV

CSV upload

Register new project
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3. Enter the basic information of the project.

Register project

By registering project, you can manage request tied to each project
Go to list page from the button below to bulk register by CSV

Show project list

Project name test

(required)
Project code Input project code (optional
Project name Input project name
Registration limitation: Not exceeding 255 characters.
Project code Enter the desired ID code to register for that project.

Registration limitation: Not exceeding 255 characters.

Unable to register duplicate project codes.

4. If you click I-SaveJ the project registration process will be completed.

Register project

By registering project, you can manage request tied to each project
Go to list page from the button below to bulk register by CSV

Show project list

Project name
) Test
(required)
Project code Input project code (optional)

Save




7.2 Editing a Project

You can change the name or code of a project that has already been registered.

1. select [ Basic Information Setting] in [ Administrator Function ] on the left side and select I-ProjectJ

screen.

2. Click on the project you want to edit on the I-Project List |

Project list

Registered project list

User
[31items |

Basic Information Setting List

Register new project from the button below

Register new project CSV upload €SV Sample Download CSV

Code

Project name

001

Test |

Route

[36items |

Post rank
[ 12items |

Register ape
the user

settings.

n. By registering, you can set up a position for
s

also specify th

3. Edit the title you want to modify,then click rUpdateJ

Register project

By registering project, you can manage request tied to each project

Go to list page from the button below to bulk register by CSV

Show project list

Project name
(required)

Project code

Test

o001

Form
[39items |

screen.

m, which s at

tering wil

jow you to ink your

Form categories

Generic master settings
Titemss |

Update

WORKFLOW

from the list on the
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7.3 Deleting a Project

You can delete a registered project.

1. Select rBasic Information Settingj in rAdministrator Function] on the left side and select rF’roject] from the list on the
screen.

Basic Information Setting List

Apply

My applications

User Route Form Form categories
(31items | [36items | [ 39items | [ L2items )

Users can be associated

Group Post rank
{20ktems | {13items |

Generic master settings
| Titems |

4 2 position. By registering, you ¢an set

ject. Registering will aiow you to link your

1, and you can also spec on |

your application Informatior

2. Use the mouse to point to the form you want to delete on the form list screen. I-Project list |

Project list

Registered project list
Register new project from the button below

Register new project | €SV upload M Download CSV

Code Project name
|
001 Test o

3. Click on the icon on m the right side. **The deleted data cannot be retrieved once removed.

Project list

Registered project list
Register new project from the button below

Code Project name

001 Test

4. A confirmation bar will appear at the bottom if you click rYesJ and the deletion will be completed.

XEven though you delete a project, the project name that appeared in past requests will not be deleted.
Are you sure you want to delete it?

Are you sure to delete Test?

o
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8. Registering General Master Data Settings (Generic master settings)

Masters with various roles, specifically for the company, can be registered. If you register diverse usable masters, you can configure

them as fields in the form.

8.1 Generic master setting
1. Select I-Basic Information Setting ] in rAdministrator Function] on the left side and select rGeneric master data list] from

the list on the screen.

Basic Information Setting List

Apply

My applications User Route Form Form categories

Ny il [31items | [36items | [ 39items | [12items |
y files

se the service. Users can be associated pe allows you to manage your forms by

Group Post rank Project
[ 20items | [ 13items | [ ditems |

All applications

era g will allow you to link your

formation

tto your applic

2.Click rGeneric master setting ] on the top.

Generic master data list

Registered generic master data list
Register new master data from the button below

Register new master data |

Generic
Code * master data Explanation
name
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3. Input information data for generic master.
Edit generic master data

Generic master 002
data code

(required) Input generic master data code to differentiate generic master data

Generic master flanianlsesiy
data name

(requirad) Input generic master data name

100,000

Explanation

Add generic master data explanation

m Gancel

Generic master data code Require Input code to register the generic masters.
Generic master data name Require Input name to register the generic masters.
Explanation Not mandatory Input explanation to register the generic masters.

4.1f you click rSaveJ 1 the registration process will be completed. After registering generic master data, you can proceed to

register records of the generic master data under section 8.4

8.2 Editing generic masters

Change the basic information of the registered generic masters data.

1. Select rBasic Information Setting ] in I-Administrator Function] on the left side and select rGeneric master data list] from

the list on the screen.

Basic Information Setting List

Apply

My applications User Route Form Form categories
[ 3ditems | | 3Giteens | | I%items | [ 1%items |

ees who can use the service. Users can be asociated  Reg)

ol fiow a5 3 route. By inking &

All applications

Group Post rank Project
[ 20items | [ 13itemms | | ditems |

2. Click on the generic masters data entry that you want to edit.
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3. Edit the topic you want to modify and click rSaveJ

Edit generic master data

Generic master 002
data code

required

Input generic master data code to differe neric master data

Generic master duvizouszau
data name
fanutinad Input generic master data name

100,000

Explanation

Add generic master data explanation

E Cores

8.3 Deleting generic masters

You can delete generic master that has been registered.

1. Select I-Basic Information Setting ] in I-Administrator Function] on the left side and select rGeneric master data list] from
the list on the screen.
Basic Information Setting List

User Route Form Form categories
[ 30items | | J6inems | 1 %tems | [ Ahitems |

Reghter oners who Can whe the Lervice. Uiers can be Jisockated  Regider a

Group Post rank Project
1 3%items | [ 13items | | &ctamy |

2. Hover the mouse ~ [ffj pointer over generic masters that you want to delete on the screen. rGeneric master data list |

3. Click on the icon on the right side. **The deleted data cannot be retrieved once removed.

002 Auiaadsea i
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4. A confirmation bar will appear at the bottom if you click rYesJ and the deletion will be completed.

Are you sure you want to delete it?

Are you sure to delete fuwasilszzia?
All the records included in this master will also be deleted. Is it really OK?

ND

8.4 Registering records generic masters
Generic masters, which are exclusive to the company, can be registered as records. After registering records for these generic

masters, the configured options of these masters can be displayed as choices in the form headings.

1. Select rBasic Information Setting ] in I—Administrator Function] on the left side and select |—Generic master data list] from

the list on the screen.
Basic Information Setting List

User Route Form Form categories
[ 31items | | S6items | 1 3items | [ A1items |

wal fiow it 2 route. By Smking 3 route to & Begister  form, which i & template 1or 3 request document. By Begiitering  Sorm type Jows you 10 manage yoor S by
al ficw Wil B Sutomatically appdied 1o the egtenng. (he 2ppicant will be abie &

Group Post rank Project
[ 30items | [ 13items | | &tams |

2.Select the master you want to register a record for in the [Generic master data list] screen, then click the rSaveJ button on the

right side of the master you want to register a record for.

Generic
Code* masterdata  Explanation
name

002 fasfaotlszy 100,000
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3. In case you want to edit the title of a record, please click on the rEdit Record Item] at the top.

Register new record from the button below

Register new record Edit record items back to generic master data list CSV upload CSV Sample Download CSV

Code Room a1y

Al Al Al o
00 Americano 4

01 Black Coffee 6

03 Capuccino 10

4. You can set the title or add a record title in the

add up to 5 record titles.

Edit record items

Adding, editing, and deleting record items

Room

AR

Explanation

Remarks

Al

White Board , Monitor, LED

White Board

White Board , Monitor

I-Edit Record Item] screen. If you click on rAdd anitem] you will be able to

E Gancel

In case you've added a title and you desired to edit the record title, you can do so by entering the new title in the designated field.

Edit record items

Adding, editing, and deleting record items

Room

AT
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After completing the settings, click the rSaveJ button.
Edit record items

Adding, editing, and deleting record items

Room o
AR 0 c

5. Click on I-Register New Record] at the top.

Register new record from the button below

Register new record Edit record items back to generic master data list CSV upload CSV Sample Download CSV

Code Room CRREEY Explanation Remarks
00 Americano 4 White Board , Monitor, LED

01 Black Coffee 6 White Board

03 Capuccino 10 White Board , Monitor

04 Latte 4 whiteboard

6. Input the basic information of the record.

Code Require Enter a code for categorizing the record to be registered.
Name of the record Require Enter the name of the record to be registered.

Title of the record Not mandatory Enter the title of the record to be registered.

Content Not mandatory Enter the content of the record to be registered.

Remarks Not mandatory Enter the note for the record to be registered.

X For [Record Name]and [Topic Name] the names you have set will be displayed.
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7. After entering the required information, click [Save] to complete the registration process.

Edit record items

Adding, editing, and deleting record items

Room o
AU 0 Q

m Canoel

8.5 Editing records of generic masters

You can modify the basic information of a registered master record.

1. Select l-Basic Information Setting] in I—Administrator Function ] on the left side and select rGeneric master data list] from
the list on the screen.
Basic Information Setting List

User Route Form Form categories
[ 30hemms | | doivems | | ¥tems | 1 1imems |

03 Who (a0 e Ehe Lervice. UNers (e be associate Regnes wal Bow 4 3 owte. By Snking 3 rowte 0 & Register & form, wiveh i 8 template Jor & request Socument By Reghtering 3 oo 20wy

Wit groups of Utie form. the s vl fiom will be APy opR e 0 the QAL the applcant will be adde ¢

Group Post rank Project
| 300emm | [ 33hemn ) | St |

2. Select the master record you want to edit the record for on the [Generic master data list] page,then click on the [Save] button

displayed on the right side of the master record you're editing the record for.

Generic
Code* master data  Explanation
name

002 fuanlsey -I



3 .Click on the record you want to edit on the record list screen of the registered records.

Code Room CRREEY Explanation

All All All Al

00 Americano 4 White Board , Monitor, LED
01 Black Coffee 6 White Board

03 Capuccino 10 White Board , Monitor

04 Latte 4 whiteboard

4. Edit the title you want to change and click |-SaveJ

Record edit

Code (required)

Room (required)

anus

Content

Remarks

03

Input code for differentiating record

Capuccino

Please input Room.

10

Please input A27u3,

White Board , Monitor

Input record detail

Add remarks

Input remarks

Save Cancel

WORKFLOW

Remarks

All



WORKFLOW

8.6 Deleting records of generic masters

You can delete a registered record of a master.

1. Select I-Basic Information Setting ] in I-Administrator Function] on the left side and select |-Generic master data list] from

the list on the screen.
Basic Information Setting List

User Route Form Form categories
[ 30eems | | dinems | | tems | 1 10hem |

Group Post rank Project
| 300ee | [ 30mem ) 1 &temy |

2.Select the master data you want to delete a record for on the [Generic master data list ] page, Click on the [record] shown on the

right side of the master data you want to delete a record for.

Generic
Code* masterdata  Explanation
name

002 fuvfasseam -I

3. Hover your mouse pointer over the record you want to delete on the registered record list page.

Register new record from the button below

Register new record Edit record items. back to generic master data list CSV upload w Download CSV

Code Room CERITEY Explanation Remarks
00 Americano B White Board , Monitor

01 Black Coffee 6 White Board

03 Capuccino 10 White Board , Monitor

04 Latte 4 whiteboard @ 1]
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4.Click on the icon m on the right side.

Code Room CERTEY Explanation Remarks
00 Americano 4 White Board , Monitor, LED

01 Black Coffee 6 White Board

03 Capuccino 10 White Board , Monitor

04 Latte 4 whiteboard

5. A confirmation bar will appear at the bottom if you click |-YesJ and the deletion will be completed.
Are you sure you want to delete it?

Are you sure to delete Americano?

ND




