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LOG IN TO WORKFLOW

WORKFLOW

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

below information.

You have been invited to use JOBCAN Common ID | JOBCAN Common ID. el «

jobcan@donuts.ne.jp tu sendgrid net
fadu -

Dear pumm =

You have received an invitation to access the JOBCAN Commeon ID

Please click the URL below to sel & password

However, this URL can be used until 2023/02/16 19.04
ifthe URL's expiration date has passed. Please contact the parson in charge of the company. Your chat sends the invitation again. Or send an invitation email again from the URL below

hitps ifid jobcan jplusersiiny itation/new lang=an

[company nama]
[company 1D] ¢
[email] ]

# This e-mail was sent from the JOBCAN Common 1D system to |

# This e-mail is an automatad message from System

# Please do not reply to this email Because the staff can reply to the email

#In the event that the password is set Log in from hitps /iid jobcan jp/usersisia n_inYiang=en

2.

Create username and password, click on the "Register" button to proceed.

jobcan

Common ID User Registration

‘ Sirlya ‘

‘ Jaidee ‘

You need to set a password that meets the
password policy.

= Minimum number of characters: From 8
characters and over

= Maximum number of characters: within 200
characters

- Character type: No restriction

- Expiration date: No expiration

+ Previous password restriction: No restriction

<«— 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.

jobcan
[ ; | <4—— Enter your email address or staff code
Is this user registered in multiple companies? »
| | <4—— Enter your password
[ save login those who forgot their
information password

or
G Login using Goagle

® Login with external ID

Language v

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

Account Information T

Select language

Account

Name Siriya jobcan
£-mail address
Staff code Jcoio
Common (D authority Normal user
Two-Factor Authentication Not avallable

Company Information

Company name JOBCAN

Company D
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Dashboard Select the language

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

JOBCAN WF

| _soscan [WE
| jobcanez |

2. Select the desired language.

JOBCAN WF 2

jobcanm © Help i (Notaffiliated) & Sirlyajobcan

Application function

Dashboard
Apply

=5 i o = r
HZ3E | English | 339 awnlue

My applications

My files
Approval function
Approve

Sha
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Application function

1. Apply Manu

Use for apply to any requests. On click of the “Apply” menu, application forms page is
displayed. You can choose the desired form. Then fill out the information and press send request.
After send request successfully, the approver can check the document immediately.

JOBCAN Wr )

jobcanm @ Help i (Notaffiliated) & Sirlyajobcan

Apply

Apply

My applications This is a list of application ferms. You can select an application form and apply.

My files

orm by category

[soe | «— Search a form category

The application forms belonging to the selected form-category are displayed.

Keyword search Search by Keyword

Form

ons you shared

Applications shared to you Equipment Borrow Form
Category: IT Request
View applications Description: uvuvlasudu-Auansal

Mainternance Request
Category: [T Request

Description: wuuvlafunisudazan < LISt Of appllcatlon forms

REQUEST E-MAIL @Jobcanth.com
Category: IT Request
Description: uvuvasuzadua

Tralning Hiring position form

Example : Fill out the application forms

Application title

Client Visit Samutpakam
(required)

() set @ Motset

Approval deadline need for an approv

adline on this application.

Any da day can be specified a5 the approval deadiine.

— Human Resource

Related project

400 Baht
Total
Details {Price}, Toll way
Details
Traval Date Purpose Destination Travel Method Price
222022 clientuisit Bangplee GRAB » 400 fb o °
Total: 400
Toll way

e &
File attachment

T [T - form drag & drop of files
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After filling out the application form's details, scroll to the bottom to see how the form will be
approved. To access the Apply page, click Confirm, or to save a draft, click Save Draft.

Approval steps Applicant's postrank © | Manager v

i (_ Need one approval
Step name : Leader

Approver: i

2 ( Need one approval

Step name : Manager

Approver : FESRRE S HENEE L
3 ( Needone approval )
Step name : GA
Approver : T
4 (( Needone approval )
Step name : GA Manager

Approver : Mg

ongolng

(& Edit approval steps

Viewer name

You can specify wha can view this application

@ Setviewer

e I

Recheck the request details before clicking Apply or Edit to return and make changes to the

application.

2. My applications Menu

My applications Manu is used to check the status of your previous requests that you've sent.
You can view applications all, or search by status : Complete, Returned, Rejected, Draft (requests that
have been drafted but haven't been sent to the approver), Canceled , Canceled after completion.

JOBCAN @ biwnkm@gmail.com

jgbcon @ Help & (Notafflliated) & Sirlyajobcan

Applicat

My applications

Apply search applications by status
My applications This is a list of your applications.
= You can search applications and download CSV via search form.
My files
| function In progress(1) All Complete Returned(0) Rejected(0) Draft (0} Canceled Canceled after completion Q
Approve
[ Work shift request ] Shift Dec 2022 (_in progress )

1D:HRO43 Sirlyajobcan (2023/02/10 19:00)  Current approval step: Head of Department
Applications you shared

Applications shared to you

View applications
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If you click on Q marked, you can search application ID or application forms.

Search applications Q

Application 1D
(exact match)

Work shift request I
forms
You need to select an application to downlgad the CSV file
Application title
Date of n
application
Completion date ~
Free Word

SOMISEESE Lite=s

You can click to access your application, details page and check the approval status are displayed.

wsey ) [ Work shift request ) Shift Dec 2022 -
KO THINGAD ity poleian (ZONUOII0IRON  Deiing T JOIOINE Lol bl sk il 6 (amant % %

#etsted group LS
Resated project JOBCAR
Staft Hame Sty jobenn

MW Shify start
date

o1 shift L0000

New Shif 00-10.00

Approval status

Applicant O Applicant: Siriya jobcan  (Oate of application : 2023/02/10 19:00)

u Step nama : Head of Department

<«—— Pending approval in step 1
Send a notification with s camment

&

When over mouse the application, the icon below appears.

[ Work shift request ] Shift Dec 2022 (" In progress )

ID : HR04-3 Siriya jobcan (2023/02/10 19:00) Deadline : 2023/02/11 Current approval step: Head of Department a Ea] 00 4 f ®

Click to print

Click to copy and create a new application

Click to copy URL of the application

Click to copy share the application

Click to edit the application, editor must be the applicant only ** Only editors with management
approval may use the edit function.

% Click to cancel applicant

S ALBD
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3. My files Menu

Use the My files Menu to upload files or to view uploaded files. There are no files larger than
10MB.

JOBCAN WF

9
jgbcon @ Help % (Notaffiliated) & Sirlyajobcan
Ap . .

File list
Apply
s This is a list of registered files.
My applications 2 .
You can register files from the following button.
My files
ons you shared All Unused Used
Applications shared to you
View applications File name Reglstration, Q
date
202201_Jobcan Introduction Service_All(TH).pd  2023/02/10 L@
f 17:03:55 -
. 2023/02/10 3 a
contact jobcan.pdf 17:0355 & 0

To check if the files have ever been utilized in the application, click on each tab. As an
alternative, you can click @ to search for files based on registration date.

All Unused Used

Narrow by detailed conditions E

Registration date d ~

Search Clear condiions. .
Zitems

You can click on a registered file to view the file's detailed information.

Edit file

Set the detail information of the file (optional).

Flle name contact jebcan.pdf (Preview)

Reglistration

03/ 2
date 2023/02/10 17:03:55

Memo

id is for file management purposes only and cannot be seen by

usedptace  Application {baiy repor2/1/2022]  «——— Application to this file is attached
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® Upload files to My files Menu
1. Click to File registration or drag and drop the files to be uploaded.

File list

This is a list of registered files.
You can register files from the following button.

“File registration” pop up box appears in step two. You can fill out the file name and memo
about the file. The “File Name” will no longer be modifiable after the file has been uploaded

and used in the application. File searches will be able to use the “Registration date”. And after
uploading, a memo can be changed.

File registration

Set the detail information of the file (optional).

Flle name WF User Authority jpg

Memo @
This mema field is for file management purposes only and cannot be seen by
other users.

=

3. The uploaded file will be show in the tap “All” or “Unused”. Once the file has been uploaded,
the request can now have it attached.

All Unused Used

Registration
File name At Memo Q
WF User Authority.jpg 2013 AU

11:18:55

e
B

202201 _Jobcan Introduction Service_All(TH).pd  2023/02/10
f 17:03:55

ke
E
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e Download file from your files list
Uploaded files can be downloaded. The download symbol is located on the right side of the

file.

All Unused Used

File name dn:tg;stratlnn Memo Q

WF User Authority.jpg 20213;2;{;:; AU 2

202201 _Jobcan Introduction Service All(TH).pd  2023/02/10 3

i 17:03:55 & @

contact jobcan.pdf 202]-3;%?;2 &

o Delete the file from your list of files

You can delete any files from your file list that you desire.

**% Only files that are not on the request can be removed. If the file is attached to the request, the
attachment must be removed from the request.

1. To delete the file, click the trash symbol on the file's right-hand side.

All Unused Used
Registration
Flle name dake Memo Q
. 2023/02/10 3
contact jobcan.pdf 17:03:55 X

All Unused Used

Reglstration
File name date Memo Q

Al

— 2023/02/13 P

WF User Authority.jpg id AU Sl 1
202201_Jobcan Introduction Service_All(TH).pd  2023/02/10 £l &
f 17:03:55 0

2. The "Confirm Delete" pop-up box appears. To delete the file, choose Yes.

***After deleted file, it unrecoverable.

Are you sure you want to delete it?

Are you sure to delete WF User Authority.jpg?
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Sharing / View function

Applications that can shared are your applications, applications you can approve, and
applications shared to you.

* Administrator can share applications from “All applications” and “Applications that can be referred”.

1. Application you shared

e How to check the application you shared to other users
1. Click to "Applications you shared" from "Sharing / View function" menu on the left-hand side.

o

© Help & Account&Finance 8 | === === =

Applications you shared

This is a list of applications shared with other users.
You can cancel sharing and check details of the application
You can search applications and dewnload CSV via search form,

Approve All In progress Complete Canceled after completion By shared date (newestfrst)  »  20iems Q

Sharing / View [ Travel Allowance ] test

0:4d § (Acooani&Fimancs - Managen  (2022/05/26 17:23)  Cument approval step: Leader  Total 500 kahe

Applications you shared

Applicati 0 yo SHATEG SR oL

[ Travel Allowance ] Visit Clent August @Nakhonratchasima
il ActounEEmance - Manager)  (2072/09/26 15:34)  Current appeoval step: Managee  Total 1,500 Baht

Shared usets = PR

2. The list of application you shared to other users will be displayed by status. You can click on

Q marked to search applicable applications. And can change the total items and step to
show in the displayed by selecting the pulldown list.

All In progress Complete Canceled after completion By shared date {newest first) v 20items v Q

[ Travel Allowance ] test

Do 44 DL DE L S NCEEL T (Account&Finance - Manager) (2022/09/26 17:23)  Current approval step: Leader Total 500 Baht

Shared users : 3 = x

[ Travel Allowance ] Visit Clent August @Nakhonratchasima
D41 = s (Account&Finance - Manager] (2022/09/26 15:34)  Current approval step: Manager Total 1,500 Baht

shi
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3. When you click on the request you want to review, the details will show up. Additionally, it

has the ability to comment on application you shared, share application to other users, and
cancel application sharing.

[ Travel Allowance 1 Visit Clent August ﬁakhonrﬁtthasima

1D 241 LB WSSO, (Account&Finance - Manager) (2022/09/2615:34)  Current approval step: Manager Total 1,500 Baht

Related group Account&Finance

Related project

Travel Date Purpose Destination Travel Method Price

Details
15/8/2022 Visit Clent Muang,Nakhonratchasima OTHER

1,500

Total: 1,500

Toll way

Reference

By copying the application form from the applications sharing, you can submit additional
applications.

[ Travel Allowance ] Visit Cient August @Nakhonratchasima

P
{ Inprogress )
prog
ID:4] E— = {Account&Finance - Manager) (2022/09/2615:34) Current approval step: Manager Total 1,500 Baht

B%dt‘x

Shared users

e Cancel application sharing

How to cancel application sharing from being shared with another user. Click the “Shared

users” column of the requests, then click the X marked next to the username you want to remove
from the list.

A user request shared by another user is one that doesn't have an X next to it.
**0Only requests that you shared can be canceled.

Applications you shared

This is a list of applications shared with other users.
You can cancel sharing and check details of the application.
You can search applications and download CSV via search form.

All In progress Complete Canceled after completion By shared date (newest first) v 2items ~ Q

[ Training | Option for create form ] -1.2.1 4

TR I
{_In progress )

1D:231 i gt mie (L.2.1-A) (2022/08/26 13:03) Current approval step: Leader Project

Shared users : ] E T mmre
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After that, a pop-up box "Cancel sharing" appears, select "Yes" to end sharing for that user.

Cancel sharing
Are you sure you want to cancel sharing this with =

- |

2. Applications shared to you
It can check Applications that other users have shared with you.

Click to "Applications shared to you" from "Sharing / View function" menu on the left-hand

side.

JOBCAN
© Help & Account&Finance 3 C e — . —

jobcanm

Applications shared to you

Apply
My applications 0 Thiz is a list of applications shared by ather users.
You can search applications and dewnload CSV via search form,
My files
All In progress Complete Canceled after etio By shated date (nevwest firsl) . 20iterms v Q
[ OT/Leave Request ] aviya Tiu
61255 Deadine | 2022/08/27 Curront appraval step: HR Manager

10 HHOEI Py : [Human Resource - Manager) (2023/09/06 1255

Sharad users

[ Tralning Course Purchase ] TEST_A01

Curmnt app

View applications

10 PROZ-E Support Jobcan (2002,07727 15:36)

[ Tralning Hiring position form ] test

1D HROL-1 Support Job<am (2022/09,01 11:37)  Cusrent approval stop: Head of Department

Sharod uzars

The list of application other users shared you will be displayed by status. You can click on Q
marked to search applicable applications. And can change the total items and step to show in

the displayed by selecting the pulldown list.

Applications shared to you

This is a list of applications shared by other users.
You can search applications and download CSV via search form.

All In progress Complete Canceled after completion By shared date (newest first) v 20items v Q
[ linidindag ] test (" complete )
ID:39 o = [Sales - Sales) (2021/05/20 15:58) ' '
ax b i,

Shared users : TR EEEEINGTE
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3. After you click the request want to review, its details will be displayed.

[ITREQUEST ] IT Request2
D789 jobeanbiv Requestos. LAGOCAN TH)  (J0ILIDEMA 1536]  Cumrent approval step! yianmine Complicnoe e
88 % <Ly

e == I :

Related group JOBCAN TH

Related project

IT REQUEST

Registered No. an
Bate 202184714
Subject SWAN (ITE}
Plerity Medium

You can comment on application you shared, share application to other users, and cancel
application sharing. And you can apply new application by copying the applications form and send it in
this page.

[IT REQUEST ] IT Request2
1D 49 jobcanbiw Requestor (JOBCAN TH)  (2021/06/14 15:26)  Current approval step: jian1sshu Complience s PN =
8|A]|% < #

3. View applications

This menu is the list of applications you can view, can view applications that you are
nominated as a viewer without having to be an Applicant or an Approver.

1. Click to "View applications" from "Sharing / View function" menu on the left-hand side.

jgbconm © Help & Account&Finance & B

View applications

This is the list of applications you can view,

An application that you are nominated as a viewer can make the status "viewed" after the final approval Is completed.

You can search applications and downioad C5V via search form.

All Complete Canceled after completion By apphcation date (newest fest] ~ 20fems v Q

[ Purchase Request Form ] fixed printer Purchase Request

105 P03 REEL UL L (Human Resourcs - lanagor

/76 15:42)  Curront approval step: Hoad of Department

wsniory) [ Travel Allowance ] Travel Allowance [Client visit Donuts BKK]

ID:26 o (T - Mead of Dopartment) (M2/0905 10:51)  Current approval strp: Lesder  Total 450 Bakit
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2. Alist of requests is shown for your viewing. You can check each approval status: In progress,
Complete, Cancel after completion, default is on the "All" tab

All In progress Complete Canceled after completion By application date (newest first) ~  20items w Q

[ Purchase Request Form ] fixed printer Purchase Request (" complete )
ID : PROI-3 Kongmarut Piyamon (Human Resource - Manager) (2022/09/26 15:42)

‘(-l:nange: nis:\:-.'y\) [ Travel Allowance ] Travel Allowance [Client visit Donuts BKK] ( in progress )

1D : 26 sitti nutthawarot (IT - Head of Department) (2022/09/05 10:51) Current approval step: Leader Total 450 Baht

3. The list of application you shared to other users will be displayed by status. You can click on
Q marked to search applicable applications. And can change the total items and step to
show in the displayed by selecting the pulldown list

All In progress Complete Canceled after completion By application date (newest first] w = 20items  w Q

[ Purchase Request Form ] fixed printer Purchase Request ( Complete )
ID : PRO1-3 Kongmarut Piyamon (Human Resource - Manager) (2022/09/26 15:42) )

(Changes history) [ Travel Allowance ] Travel Allowance [Client visit Donuts BKK] { In progress )

1D : 26 sitti nutthawarot {IT - Head of Department) (2022/09/05 10:51) Current approval step: Leader Total 450 Baht

When over mouse the application, the icon below appears.

& Click to print

% Clickto copy URL of the application

¢ Click to edit the application, editor must be the applicant only ** Only editors with management
approval may use the edit function.

Following completion of the final approval, you can review the request's details and change
the status to "viewed".

Click to "View applications" from "Sharing / View function" menu on the left-hand side.

@ Help & Account&Finance &’ g

View applications

This Is the list of applications you can view,
An application that you are nominated as a viewer can make the status "viewed" after the final approval Is completed,

You can search applications and download CSV via search form,

All n progress Complete Canceled after completion By application clate (neveest frst) ~ . 20 fems v Q

[ Purchase Request Form ] fixed printer Purchase
6 Pe0)-3 NP IPPHIIEY (Human Resource : Manager) (02 29 Cutrent approval step: Howd of Departiment

e tkory ) [ Travel Allowance ]| Travel Allowance [Client visit Donuts BKK]

D26 s T - Mhead o Dopartrent) {X07/08/05 18651)  Current approval step: Leader Total 450 Baht
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4. Click to “Complete” tap

All In progress Complete Canceled after completion By application date (newest first) ~ = 20items W Q
[ Purchase Request Form ] fixed printer Purchase Request (" complete )
ID : PROI-3 Kongmarut Piyamen (Human Resource - Manager) (2022/09/26 15:42) ) )

* Only requests having a status of “Completed” may have the status “Viewed” added.

For requests with a status other than “Completed”, the buttons “Set status to viewed” and
“Revert to "Not viewed"” will not be shown.

1. By clicking on the request want to add viewed status to, you can access the request's details.

then select "View status" from the request's bottom menu.

2 Step name : Accountant

—
( Need one approval )
(“Approved ) Approver : sz eyt ssmstems = (Corresponding date and time: 2023/02/13 18:03:00)

3 Step name : Requestor

( Need one approval )

‘ Approved ) Approver : ¥ & (Corresponding date and time: 2023/02/13 18:03:19)

74 send a notification with this comment
Complete Comment (optional, under 1000 characters ;
p—

4

View status

Setstalus o viewed”  Revert 1o "Not viewed™

The “Set status to viewed” button is green for requests that have the “Not viewed” status.
You can add a “viewed” status to your applications by clicking “Set status to "viewed"”.

When you change the status to “Viewed”, the name viewer button turns green and the
“Revert to Not viewed” button turns red.

Click “Revert to Not viewed” to remove the viewed status from the requests.

View status

Sel status to “viewsd". Revert to “Not viewed"

On the page "List of requests that can be viewed," you can search for requests based on their
"viewed" or "unviewed" status.

View status

You can check the view status of any requests you have submitted or for which you have
been designated as an approver. To examine the details, click the application with the "Completed"
status. You may see the approver's name and the approval status.

As shown in the image below, users who have viewed the requests are listed in the green box.

View status



