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|. Approvals Step by step:

Approvals list information 1. Search function
“Create”: create approvals

Information about the list of created

e Search.. B’ Q approvals.

4. Download excel function

TFilters =Group By Favorites -3/3 £ >
| Number Document Title Created By CreationOn « Tags State H
& APPROVAL STATE —

| 4000001 T Mitchell Admin Submitted
All

| AQ000Q02 2222 Mitchell Admin e _
To approval
Approved | AOO0OO3 mnnmmmm Mitchell Admin Draft

%5 CHECKED STATE
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& MY DOCUMENT
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Draft 1

Submit 2
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Approved
Refused
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|. Approvals Step by step:
Choose document After selecting “Create
© 2 1. Select Document

”

Sales  Purchese  Account  Approvels  Peyroll  Time Off

H ERP  Master Plan

= Template Type X Search..

fpprovals / Create Document

vFiters  =GroupBy  # Favorites
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|. Approvals Step by step:
Create document information 1. Fill in the information:
an Sales Purchase Account Approvals Payroll Time Off = S AutonS| Tltle DOCUment

Tén
Reason
e o Submitted In progress Approved Refused cancel " Send message Log note {0 Follow a0
rd Ngay
Today
~ m Mitchell Admin In the tab information

O. Creating a new record..

Retention Period

Security Approval
Priority

My Approver Line
Approvers Category

Retention Period [ /’ | Tags

Security Approval U
Priority *r i 2. In the tab Approver (s)

rover Line g
A 'H | 3. Select Name Approver and
Creseay e Cooperation
Creation On 11/09/2023 07:48:57 -
Category | ! | 4. Click SUBMIT to apply
Tags [ |

| 6 = 5. Attach Document
Information Ay rowver(s)
6. Click the button to apply template
Name Approve Type Department Job Title Job Position Status Date 7

e . Click the button “Save” to add or

“Discard” to cancel

»

Cooperation | [ | |
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Modify document or cancel

Time Off

Sales  Purchase  Account Approvals  Payroll

Approvals / ACO0003

& Print o Action ¢

m Submitted

TEMPLATE

ATTACH DOCUMENT

In progress Approved Refused Cancel Send message Lognote 20 + Follewing al

November7, 2023
nmmnnmmm

' Mitchell Admin -2 o ¢
()

* Approval Document created

s

Retention Period
Security Approval
Priority 1 8 & 4

My Approver Line

Created By Mitchell Admin

Creation On 1/07/2023 13:25:07
Category

Tags

wg Explain

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

My Documents Search.. Q
TFiters =GroupBy  # Favorites 505 ¢ >
I oy | | Number Document Title Created By Creation On = Source Document Tags State !
" | | 4000005 Absences Mitchell Admin 1/09/2023 07:5259 Cancel
: || Aooooos T Mitchell Admin 11/09/2023 05:30.00 cancel
m -
|| ao0c003 lyn Mitchell Admin 1/07/2023 13:25.07 Draft
Tem/m 1 —
|| aoocoo2 2 Mitchell Adrrin 1/07/2023 131317 (Submitied
Comjmim 1
|| aocooor T Mitchell Admin 1/07/2023 131001 (submitted
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Step by step:

1. Search function

2. Information about the list of created
approvals.

3. Download excel function
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lll. My Approver Line Step by step:
Approver list information

1. Search function

2. Information about the list of created

approvals.

¢ . 0 FRRrL
Soles  Purchase  Account  Approvals  Payrol  Time Off 8% (" AutonS

Search. // Q

Thiters  =GroupBy & Favorites M4 )

Click the button to create

4. Download excel function
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lll. My Approver Line
Create Approver information

Time Off

Approver Line / New

% Discard e

Approver(s)

Name Approve Type Department Job Title

Add aline

Cooperation ‘ | ) ‘ |

Job Pesition

Send message Log note

m Mitchell Admin
Q

* Creating a new record...

Today

20

\52 Explain

Step by step:

1. Fill in the information
2. Click the “Save” to add or “Discard”
to cancel
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Step by step:

lll. My Approver Line
Modify Approver

28 ERP  MasterPlar Sales  Purchase  Account A

1. Click the button to modify

Payroll Time Off

2. Fill in the information

3. Click the “Save” to save or “Discard”
er Line [ MrYoon

to refresh
+ Craate & Action 515 € ) .
4. Click the button to create approver
Send message Log note 20 + Following al line
Name MrYoon

Approver Line / MrYoon

EZm - O

\d
Name e MrY¥oon /
PRI
Approver(s)

MName

Approve Type ~ Department Job Title Job Position
Add a line

Cooperation | |
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