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LOG IN TO WORKFLOW 
 

1. When you receive an e-mail invited to use JOBCAN Common ID, click the URL received as 
below information. 

 

 

2. Create username and password, click on the “Register” button to proceed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the language  
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3. Navigate to https://id.jobcan.jp/users/sign_in 
The Login page is displayed. Enter your email address or staff code and password into the 
respective fields, click on the "Login" button to proceed. 

 

 

 

4. Upon logging in to JOBCAN Workflow, the Account Information dashboard is displayed.  
Click on Expense/Workflow menu to access Workflow page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

Enter your email address or staff code 

Enter your password 

Select language 



 4 WORKFLOW 

Dashboard Select the language  
 

1. Click on Logo Jobcan WF to access dashboard select the language. 

 

 

2. Select the desired language. 
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Administrator function 
 
Users who are designated as “Approver” can approve requests. 

1.  Check applications you are approval 
  1.1 Click to the “Approval function” menu on the left-hand side, and select “Approve” menu. 
The number at the back of the menu is the number of applications to be approve. 
 

 
  
  1.2 Pending approval applications is displayed. You can view applications by status such as 
Pending approval, Complete or Rejected. By default, it starts at Pending approval. 
Click to         marked to search application ID or application forms. 
 

 

 

 
 

  Click on “20 items” to increase the total items displayed on that page, and can select step to 
show in the displayed by selecting the “By deadline”. 
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When over mouse the application, the icon below appears. 
 

 
 

  Click to print 
   Click to copy URL of the application 
   Click to copy share the application 
   Click to edit the application, editor must be the applicant only  

  
Click to “Approve” button to approve or click on the application to check the details. 
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2. Manage applications (Approve, Returned, Rejected) 

2.1 Approve 
1. Click to the “Approval function” menu on the left-hand side, and select “Approve” menu. The 

number at the back of the menu is the number of applications to be approve. 
 

 
 

2. Click the applications you want to approve on the "Approve" page and check the details. 
 

 
 

3. After checking the details, click "Approve" button to approve the request. And can comments 
without approval. 

 

 
  
 
  If the approval conditions are “Need one approval”, once approved, will go to the next step. 
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 If the approval conditions are “All required approvals”, must wait for all approvers to approved 
before proceeding to the next step. 
 

 

 
 
  And can approve from “Approve” on the right-hand side. 
 

2.2 Return 

1. Click to the “Approval function” menu on the left-hand side, and select “Approve” menu. The 
number at the back of the menu is the number of applications to be approve. 
 

 
 

2. Click the applications you want to check the details. 
3. After confirming the details, if you want to return a request, click the “Return” button. And 

can comments without approval. 
 

 
 When “Return” is clicked, pop up box to choose to return or not is displayed. When “returned”, 
you can select the destination as desired. You can return it to the Applicant or return it to other steps. 
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2.3 Rejected 

1. Click to the “Approval function” menu on the left-hand side, and select “Approve” menu. The 
number at the back of the menu is the number of applications to be approve. 

 

 
 

2. Click the applications you want to check the details. 
3. After confirming the details, if you want to reject a request, click the “Return” button. Pop up 

box to choose to return or not is displayed. 
 

 
 
If you “Reject” the application, applicant will not be able to apply the original request. 
 

 

3. Approve all 
  In the JOBCAN Workflow can “Approve all” to approve all requests at once. Before using 
function approve all, must be authorized to use it first  
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3.1 Click to the “Approval function” menu on the left-hand side, and select “Approve” menu. The 
number at the back of the menu is the number of applications to be approve. 
 

 
 

3.2 List of applications that require approval is displayed. If the function is allowed to be used 
“Approve All”, “Bulk approve the displayed applications” button will display at the bottom. 

 

 
 

3.3 Click to “Bulk approve the displayed applications” button, “approval confirmation” pop up box 
is displayed. Select Yes to approved. 
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4. Approve from applications list page 
 If you don't want to check the application details, can be approved from the application list 
page immediately. 
 

4.1 Click to the “Approval function” menu on the left-hand side, and select “Approve” menu. The 
number at the back of the menu is the number of applications to be approve. 
 

 
 

4.2 Pending approval applications is displayed. You can view applications by status such as Pending 
approval, Complete or Rejected. By default, it starts at Pending approval. 
 

 
 
Click to         marked to search application ID or application forms. 
 

 
   
  Click on “20 items” to increase the total items displayed on that page, and can select step to 
show in the displayed by selecting the “By deadline”. 

 
 
 
 
 

4.3 Click to “Approve” button to approve from Approve page. 
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5. Approve from approval request e-mail notification 
  The default set the approval request is sent to the approver's email, when the request 
reaches the approver's approval step. 

1.) Open the approval request email. 
2.) Click the approval URL at the bottom of the email. 

 

            
 

3.) After clicking the URL to Approved, approved request form and approval status will display. 
You will see that the request has been approved from clicking the link in the email. But if 
you are logged out, when you click the URL, the login screen will display. After login, if you 
click on the link to view details, you can approve it by click to the “Approve” menu on the 
left or clicking on the URL in the email again to approve it.  
**The approval URL may not be displayed in the email, depend on the setting. 

 
 
 
 
 
 
 

Click to check request details 

Click to approve the request 
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6. Cancelation of approval 
  “Cancelation of approval” means “Revert to pre-approval status”. Approval can be canceled 
within 15 minutes of approving the request. Unapproved requests are returned to pending approval 
or rejected status again. 
 

6.1 Cancel from message box  

1. Approve applications  
 

 
 

2. Click to “Click here for details” in the message box displayed after confirming approval. 
 

 
 

3. The application details will display, then click “Cancelation of approval” to the right of your 
name in the “Approval status” column at the bottom of the page. Can cancel within 15 minutes 
after approval. 
**Cannot be canceled if more than 1 5  minutes after approval or if the approver of the next 
step has already approved. 
 

 
 

4. “Cancelation of approval” pop up box will display. Select “Yes: to cancel this approval. 
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6.2 Cancel from Approve list 
 

1. Click to the “Approval function” menu on the left-hand side, and select “Approve” menu.   
 

 
 

2. List of applications that require approval is displayed. Pending approval applications is 
displayed. You can view applications by status such as Pending approval, Complete or Rejected. 
By default, it starts at Pending approval. Or click to        marked to search application ID or 
application forms. 

 
 
  Click on “20 items” to increase the total items displayed on that page, and can select step to 
show in the displayed by selecting the “By deadline”. 

 
 

3. Click the applications you want to unapproved and details applications will display. 
 

 
 

4. Click “Cancelation of approval” to the right of your name in the “Approval status” column at 
the bottom of the page. Can cancel within 15 minutes after approval. 
**Cannot be canceled if more than 1 5  minutes after approval or if the approver of the next 
step has already approved. 
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5. “Cancelation of approval” pop up box will display. Select “Yes: to cancel this approval. 

 

  
 

7. Comments on the application forms 
  The comment function can be used to add comments for the applicant to read. Files can be 
attached to comments and can be deleted only your comments. 
 

7.1 Who can comment on application 
 The requester 
 Approvers configured in the request 
 Approvers replacing the configured approvers in the request 
 Users who have been granted access to view the request 
 Users who can reference the request 
 Users who can view requests and can show comments only for requests with an “Approved” 

status 
 Users with system administrator privileges / Admin 

7.2 How to comment on application 

1. Click to the request list you want to enter comments. 
2. Click on the request to display the request details. Scroll down to the “Approval status” section. 

 

 
 

3. Fill in the “Approval status” comment box at the bottom of the request form. You can enter 
comments for requests that are “Pending approval”.  
**For requests that are already completed, you can enter comments in the final step.  
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4. After entering the comment, click “Comment” to confirm, and then click “Approve” or “Return” 
to display the comment along with the approval process. 

 

 
 

Additionally, you can attach files by clicking   , choose ”Send a notification with this 
comment”, and click “Comment” to send email notifications to relevant users, such as the 
request submitter. 

 

 
 

7.3 Notification on Comment 

7.3.1 Users who receive comment notifications include: 
 The requester 
 All approvers in the approval process who have commented 
 Other users who have commented in that approval step (Including Admin users with system 

administrator privileges) 
* Users who input their own comments will not receive notifications. 
* No notifications will be sent for comments in "referenced requests". 

 
Please note that notification upon comment can be configured to notify when adding comments to 
requests or not. 
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7.3.2 How to enable comment notifications 
1. Applications List 

  You can comment from the following request lists: 
 My applications list 
 Approval applications list 
 Substitute approval applications list 
 Applications shared to you list  
 Referenced applications list  
 View applications list * Viewers can comment only on applications with “Approved” status 
 All applications list 

 
2. Click on the request you want to comment to view the request details, or click   on the upper 

-right side and can search for application forms under various conditions. 

[Example] A screenshot of the applications details page displayed from the approval applications list. 

 
 

3. Enter comments in the “Approval status” section at the bottom of the request form.  
Requests that are “In Progress” can be commented on if the status is “Pending approval”. 
Requests that are “Completed” can be commented on in the final step. 
 

4. After commenting, make sure to check the box for “Comment notification”. If “Comment 
notification” is not selected, no notifications will be sent. Additionally, if the “Notification 
settings” of the recipient user are set to “Do Not Receive”, the system will not send notifications 
even if the “Comment notification” box is checked. 

 

5. Select “Notify” and click “Comment” to send email notifications to relevant users, such as the 
requester. 

  
7.3.3 When Destination Users Will Receive Comment Notifications 
  When comments are added or files are attached to a request, other users will receive 
notifications. The following list explains which user actions trigger notifications to which users: 

 When the requester adds a comment. 
 When the approver for the comment step adds a comment. 
 When an Admin / Manager / Request Manager adds a comment.  
 When a user with viewing access adds a comment. 
 When a user with applications shared to you adds a comment.  
 When a user referencing the request adds a comment.  

Notification tools include email, external tools, and push notifications (for use with smartphone apps). 
External tools include notifications sent to Slack and ChatWork. 
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When the requester comments on a request that is “In Progress” 

                                                                                         Notification tools 
Destination users 

E-mail External 
tools 

Push notification 

Requester send request × × × 
Approvers in the commented step ○ ○ × 
Users who have previously commented in the step with comments ○ ○ × 
Approvers in steps other than the commented one × × × 
Users who commented in steps other than the commented one × × × 
Admin / Manager / Request Manager × × × 
Users with inspection view × × × 
 
* When a comment is made on the request at the final approval stage and it is completed, both the 
user who approved this request and the user who commented on this request will receive email 
notifications or notifications through external tools (users who comment on their own request will not 
receive notifications). 
 

When the approver of the step comments on a request that is “In Progress” 

                                                                                         Notification tools 
Destination users 

E-mail External 
tools 

Push notification 

Requester send request × × × 
Approvers in the commented step ○ ○ × 
Users who have previously commented in the step with comments ○ ○ × 
Approvers in steps other than the commented one ○ ○ × 
Users who commented in steps other than the commented one × × × 
Admin / Manager / Request Manager × × × 
Users with inspection view × × × 
 
* When a comment is made on the request after completion of the final approval, both the requester, 
the user who approved the request, and the user who commented on the request will receive email 
notifications or notifications through external tools (users who comment on their own request will not 
receive notifications). 
 
When an Admin / Manager / Request Manager comments on a request that is “In Progress” 
 
                                                                                         Notification tools 
Destination users 

E-mail External 
tools 

Push notification 

Self-commenter × × × 
Requester ○ ○ × 
Approvers in the commented step ○ ○ × 
Users who have previously commented in the step with comments ○ ○ × 
Approvers in steps other than the commented one × × × 
Users who commented in steps other than the commented one × × × 
Admin / Manager / Request Manager × × × 
Users with inspection view × × × 
 
* When a comment is made on the request after completion of the final approval, both the requester, 
the user who approved the request, and the user who commented on the request will receive email 
notifications or notifications through external tools (users who comment on their own request will not 
receive notifications). 
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When a user with viewing access adds a comment. 
Users with inspection privileges can view comments only on requests with a status of “Completed”. 
 
                                                                                         Notification tools 
Destination users 

E-mail External 
tools 

Push notification 

Requester send request ○ ○ × 
Final step approver ○ ○ × 
Users who have previously commented in the final step ○ ○ × 
Approvers in steps other than the final step ○ ○ × 
Approvers in steps other than the final step (users who did not 
actually approve) × × × 

Users who commented in steps other than the final step ○ ○ × 
Admin / Manager / Request Manager × × × 
Users with inspection view × × × 
Users with shared to you × × × 
 
* When users with inspection view comments, other users with inspection privileges will not receive 
notifications. 
 
When a user with applications shared to you adds a comment on a request that is “In Progress”. 
 

                                                                                         Notification tools 
Destination users 

E-mail External 
tools 

Push notification 

Self-commenter × × × 
Requester ○ ○ × 
Approvers in the commented step ○ ○ × 
Users who have previously commented in the step with comments ○ ○ × 
Approvers in steps other than the commented one × × × 
Users who commented in steps other than the commented one × × × 
Admin / Manager / Request Manager × × × 
Users with inspection view × × × 
Users with shared to you × × × 
 
* When a comment is made on the request after completion of the final approval, both the requester, 
the user who approved the request, and the user who commented on the request will receive email 
notifications or notifications through external tools (users who comment on their own request will not 
receive notifications). 
 

When a user referencing the request adds a comment on a request that is “In Progress”. 

                                                                                         Notification tools 
Destination users 

E-mail External 
tools 

Push notification 

Self-commenter × × × 
Requester ○ ○ × 
Approvers in the commented step ○ ○ × 
Users who have previously commented in the step with comments ○ ○ × 
Approvers in steps other than the commented one × × × 
Users who commented in steps other than the commented one × × × 
Admin / Manager / Request Manager × × × 
Users with inspection view × × × 
Users with shared to you × × × 
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* When a comment is made on the request after completion of the final approval, both the requester, 
the user who approved the request, and the user who commented on the request will receive email 
notifications or notifications through external tools (users who comment on their own request will not 
receive notifications).  
 
7.4 Delete your own comment 
You can delete your own comments that you have entered in the request. 

*But if you have already clicked “Approve”, “Send Back” or “Reject” in that step, you won't be able to 
delete the comment. 

 
1. Select the request with the comment you want to delete from the request list to display the 

details. 

 
 

2. In the 'Approval Status' column, hover over the comment you want to delete and click on      . 
*If you have already 'Approved,' 'Sent Back,' or 'Rejected' in that step, you won't be able to delete the 
comment. 

 
 

3. Place the cursor and click on      the red section. 
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4. Click “Yes” in the confirmation box that appears to delete the comment.  
After deleting the comment, the deleted comment history will appear in the application as 
shown in the image below." 

 

 

8. Attaching Files during Approval 
 
“Attach files” refers to “attaching files to the request”.  
When attaching files during approval, all users who can view the request, such as the requester and 
system administrators, will be able to review the attached files. 

8.1 Attaching Files during Approval  

1. Click “Approve” in the “Approval functions'” menu on the left. 
2. Click on the request you want to attach files to from the list of requests you have the 

authority to approve to open the request details page. 
3. Attach files in the “Approval status” column. 

 
Click on the   right side of the comment input box to display the file selection screen. Choose files 
to attach and complete the attachment process.  
After attaching, the file names will appear in the 'Approval Status' column.  
You can attach an unlimited number of files, each with a file size of up to 10MB.  
However, if the system administrator specifies allowed file extensions, an error will occur if you attach 
files with extensions not allowed. 
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8.2 Delete an attached file during approval 
 

1. Click on the “Approval menu” in the “Approval functions” menu on the left side. 
2. Click on the request that has the attached file from the list of requests you are able to 

approve, to open the request details page. 
3. Click the X  that appears on the right side of the file name under the “Approval status” of the 

request. 
 

 
 

4. Click “Yes” in the confirmation box to delete the attached file. 

 
 
After deletion, the “Approval status” column will indicate that the attached file has been deleted.  
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9. Editing Approval steps During Approval 
 

“Approval steps” refers to the “path and steps for approval”.  
Generally, the approval step is defined by the steps set in the form.  
However, for requests where system administrators allow it, it's possible to add steps to the approval 
steps while it's in progress. 
 

1. Select the request for which you want to edit the approval steps. 
Click on “Approve” in the “Approval Functions” menu on the left, and then click on the request 
from the list of requests that are available for approval. 

 
 

2. Check whether the selected request is allowed to have its approval steps edited. 
Requests for which the approver is allowed to edit the approval workflow will display the text 
“Edit approval steps” at the bottom-right corner of the “Approval step” section. 

 
 

3. Click on the “Edit approval steps”  
4. Add or remove steps according to the approval path you want to configure. Click on "+" to add 

steps. 

 
 

Click "-" to delete a step. 
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* Steps that are set from the beginning or steps that have been approved cannot be deleted. 
 

5. Specify Approvers: When you add a step, the default approver will appear under the user's 
name. Click “Search approvers” beneath the user's name displayed. 

 
 

Click “Search approvers” to open the “Select Approver"” dialog. The list of users who are set as 
approvers will be displayed. Select the users you want to specify as approvers. 

 
 

6. Check if Everyone Needs to Approve:  
If you want to specify multiple approvers in one step and set it as “Everyone must approve 
before proceeding to the next step”, mark the checkbox “All required approvals”.  

 

 
If you specify multiple approvers but want only one of them to approve before proceeding to 
the next step, uncheck the checkbox. 

 
7. To complete the approval steps modification  

Click the “Save” button at the bottom right of the “Approval steps” section to finalize the 
approval steps adjustments. 
If you decide not to save your changes, you can click “Cancel” to discard the edited content. 
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8. After saving, click the “Confirm” button at the bottom of the screen to review the edited 
content. 

  

 
 

9. After reviewing the content, click the “Update approval route” button to make the changes.  
 

 

 


