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I. ERP > Approvals

II. ERP > My Documents

III. ERP > My Approver Line 



ExplainAPPROVALS

I. Approvals

Approvals list information

Step by step:

1. Search function

2. “Create”: create approvals

3. Information about the list of created 

approvals.

4. Download excel function
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I. Approvals

Choose document

Step by step:

After selecting “Create”

1. Select Document
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I. Approvals

Create document information

Step by step:

1. Fill in the information:

Title Document

Tên

Reason

Ngày

In the tab information

Retention Period

Security Approval

Priority

My Approver Line

Category

Tags

2. In the tab Approver (s)

3. Select Name Approver and 

Cooperation

4. Click SUBMIT to apply

5. Attach Document

6. Click the button to apply template

7. Click the button “Save” to add or 

“Discard” to cancel
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I. Approvals

Modify document or cancel

Step by step:

1. Click the button to modify

2. Click the button to cancel document
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II. My Documents

Document list information

Step by step:

1. Search function

2. Information about the list of created 

approvals.

3. Download excel function
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III. My Approver Line Step by step:

1. Search function

2. Information about the list of created 

approvals.

3. Click the button to create

4. Download excel function

Approver list information
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III. My Approver Line Step by step:

1. Fill in the information

2. Click the “Save” to add or “Discard” 

to cancel

Create Approver information
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III. My Approver Line

Modify Approver

Step by step:

1. Click the button to modify

2. Fill in the information

3. Click the “Save” to save or “Discard” 

to refresh

4. Click the button to create approver 

line

1

2

3

4



Thank you for using
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