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Chapter 1. Introduction to Virtual Office Work-flow

Workflow is the automation of a business process, in whole or part, during which documents,
infformation or tasks are passed from one participant to another for action,
according to a set of procedural rules.

Nowadays, hundreds or, may be thousands of work processes flowing within a company. With a
Standard procedure, acompany can:
1. Improved efficiency - automation of many business processes results in the elimination of many
unnecessary steps
2. Better process control - improved management of business processes achieved through
standardizing working methods and the availability of audit trails
3. Improved customer service  consistency in the processes leads to greater predictability in
levels of response to customers
4. Flexibility = software control over processes enables their re-design in line with changing
business needs
5. Business process improvement - focus on business processes leads to their streamlining and
simplification

Virtual Office Work-flow enables you to:
1) Create your own tasks/jobs procedures templates
2) Assigning task to users
3) Monitor the task flow
4) Ensure the task isunder control
5) Learn to adapt company's standard procedure
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Workflow alow 2 main types of user to manage the flows. Admin is the user who have the access to
manage/design the template and perform flow administration. User allow to perform the assigned job
which come with the flow.

Table below shows the differences of accessibility between Admin and user:

Task Admin User
Create/ Edit/ Delete Template No
Add/ Remove user to Group No
Create/ Edit Type and Category No
Transfer Flow No
Create/ Edit Flow Optional
Start aflow
End aFlow (By End Button) Optional
View Template/ Flow listing

Table 1.1

Tips &

Follow the sequence below and you will be able to manipulate VO

o—>e —»9 ........
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Chapter 2: Administrative Settings

First, you must have the access rights to administrate the Work-flow.
Log onto your virtual office, go to BizApp > Work-flow.

If you see You don't have enough privileges to continue message, means you do not have the access
rights to thismodule. Please contact your internal Virtual Office Administrator for more details.

b
( J. Flow Management

User Admin

Home Group General ?emplate Transfer Flow

Welcome: avemaster@lookafter.com
Today is: 2007/9/14

@ Help
This is the administrator page for setti

g up profile and preferences for this Work-Flow system.

Templates Setting

This is the general set-up su
as drop-menu value-list of

Pre-defined flow templates by the
admin which later be clone as actu

Administrater may filter the
existing work-flow and

personnel ow to category and type. new flow by users. perform transferbetween
use the sy OWNErs.
| Categories and Types [C] Template listing [ig New template
|&] Group ,_;;}Transfer Flow
Figure 2.1

these authorised

To start administrate your workflow, please go to the Admin mode and follow the following steps:
n Select workflow user (figure 2.2)

User Admin
Home Group General Template Transfer Flow
Welcome: avomaster@lookafter.com
Today is: 2007/9/14 To add wuser(s) to
Group: Users workflow group, go to
|_ abc.name . 2dots@lookafter.com |_ admen@lookafter.com |_ agasthiar@lookafter.com Adn]in Tab > Gl’oup,
I_ ahbeng@lookafter.com I_ ahmed@lookafter.com I_ akow@lookafter.com SeleCt the desifed user
I_ alexloy@lookafter.com I_ alicia@lookafter.com and place a CheCk on
I"_al\rinkum@lnokafter.ccm I_ andrea@lookafter.c I_ andy@lookafter.com the CheCked bOX. Cth
| andylau@lookafter.com andylim@lookafter.com I_ arrk@lookafter.com update tO save the hSt
IHMHEE@WEL‘MII I_ bZbmember@lookafter.com I_ bazlan@lookafter.com
I"_ bernard@lookafter.com I_ candy@lookafter.com I_ carme@lookafter.com
I_chengghee@lcnkafter.cnm I_ chian@lookafter.com I_ chin@lookafter.com
I_chris@lnokafter.com I_chrischai@lnnkafter.cnm I"_christie@lnokafter.com
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eAdd Category/ Type (General)
User Admin
Home Group I General I Template Transfer Flow
Welcome: avomaster@lookafter.com @

Today is: 2007/9/14

Setting: Categories [ Type

Flow categaries: IMPORTANT: Please use paragraph (line by line) to
separate each value list.

Samle. :

category 1

category 2

category 3

Flow types: IMPORTANT: Please use paragraph (line by line) to
separate each value list.

Samle. :

Type 1l

Type 2

Type 3

| Update | Figure 2.3

Define your category and type here (figure 2.3)
For Example, enter a new category call Administration and anew type call Purchase Request.
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User Admin

Home Group General Template Transfer Flow

Welcome: avomaster@lookafter.com @
Today is: 2007/9/14

Setting: Categories / Type

Flow categories: Administration ISN;PDSIE{;;ZNE'I;;Ii:IsEEu;;paragraph (line by line) to
Samle. :

category 1

category 2

category 3

Flow types: IMPORTANT: Please use paragraph (line by line) to
\PurChasa Request separate each value list.

Samle. :

Type 1l

Type 2

Type 3

dated Figure 2.4 Click Update button and the

new category and type will be
figure 2.4 showed the new added Category and Type added to the list (figure 2.4)

Tipsé

For adding new Category or Type, key into the new line will do.
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eAdd/Edit/M anage the Templates (figure 2.5)

User Admin
Home Group General I Template | Transfer Flow
Welcome: avomaster@lockafter.com @ Helr
Today is: 2007/9/14
Template: Listing [C] Template listing|| | [ig Create new
Subject Description

1. Template shdkjsadhksjahd

2. Wieb Design - Domain Name Web Design Template

3. Phone & email support The flow for supporting customeron a phone call or sent in email.

Figure 2.5

You can perform:
1) Viewtemplatelisting View your existing template here
2) Edit existing template Click on subject of template to edit any existing templates
3) Create new template Click onCreate New on your top right corner for create a new template

In this manual, we are going to use 'Pur chase Request' as the example. Here is the scenario:
1) Bernard from HR department send a purchase request to Administration Department for
requesting purchase of stationery.
2) Ahbeng isthe Manager of HR department.
3) Sarah is the Manager of Administration. She is the person who give approval for all purchase
request.
4) Aaronisthe staff of purchase department.

Click on Create New for create a new template. Figure 2.6 will show you the steps on creating a new
template.
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Stepsfor Create New Template (figure 2.6)
Step 1.

[7] Template listing || [i] Create new

Template: New

Category: | administration hd b

Type: IPurchase Reguest
Subject: |Pur(hase Request for Stationery [Department]

Description:  |procedure for Purchase request

Ferson Incharge: | aaron@lookafter.com
Fahbeng@lookaf‘ter.com
[* bernard@lockafter.com
[ christie@lookafter.com
™ cptan@lookafter.com
releen@looka&encom
[ esther@lookafter.com

[ gigi@lookafter.com
™ meeijen@lookafter.com

Fsarah@lookaﬁer.com
Special: Allow access to non active action
& allow ¢ Not allow i—/e
End flow statement: If not fill in, system will auto pick the pre-defined end flow statement by the admin.

End this work-flow now @
Proceed to step z‘_/@

Figure 2.6

a) Drop down the dropdown menu to choose a suitable Category
b) Select atype for thistemplate

c) Enter asubject for thistemplate

d) Enter description for this template

€) Select the person(s) in charge

f) Allow access to non active actions? - if this option set to allow, user will be able to view and edit
those non active action during aflow is being executed (More details in Chapter 3)

g) While ending aflow, what message will be display
h) Click thisto proceed to Step 2
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Step 2:
Action: Listing

“no: Action Description enson Incharge

1 Send a request A purchase request send out by any r ron@lookafter.com
department. Please identify the

department name I a beng@lookafter.com

b rnard@lookafter.com
[~ sdah@lookafter.com

2 Receive by Department Manager The manager of depart receive the [ aa on@lookafter.com
request [ anl eng@lookafter.com
[ bethard@lookafter.com
[~ sarkh@lookafter.com

3 Examine the Cost Manager need to examine the cost I~ aar n@lookafter,.com
of the purchase Faht=ng@lookaﬂencom
[ berfard@lookafter.com
[ sar h@lookafter.com

4 Approval Department Manager " aarpn@lookafter.com
approve/disapprove the request Fahb=ng@|00kaf‘terﬂcﬂm
[ ber| ard@lookafter.com
[ sargh@lcokafter.com

5 Receive by General Manager Request send from the relevant I aa br@lookafter.com
department receive by GM ™ an eng@lookafter.com
I be nard@lookafter.com
[ safah@lookafter.com

6 Approval GM approve/disapprove the request Ma ron@lookafter.com
Ma beng@lookafter.com
[ bernard@lookafter.com
[ arah@lookafter.com

Figure 2.7
Design the action(s) for this flow and make sure the person(s) in charge igare selected. Once you have

finished designing all required/needed actions, click on Proceed to step 3  button proceed to the next
step.

Note: Person In-charge (PIC) — the person(s) in-charge under the Person Incharge column is the
assignee(s) to carry out the task and/or to ensure it is completed accordingly. The PIC will be alerted
with a notification email when it is his or her turn to carry out the task assigned. The notification
email will be repeatedly sending to the assignee(s) if the task is not done within the pre-defined time
frame or taken over by another PIC or skipped to another level. The frequency of the email
notification depends on the setting.
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Create New Flow Template: STEP 3
Mow you've just created all the actions (levels) required for this new flow template.
Please proceed to STEP 4 to define each action (level) profile -

# Add buttons forthe person in charge of each action (level) to execute the escalation.
# Preset automation behaviourin case the person in charge did not respond.

Action: Listing

“aorder: “title: Person Incharge “~in: “lastaction: “out: “timespent:
1. o1 Boil Water bemardi@lookafter.com 0hr: 0™ min:
2. 0z Get ready cups and coffee powder bemardi@lookafter.com 0hr: 0~ min:
3. 03 pourin water bemardi@lookafter.com 0~hr: 0™ min:
4. 04 sugar? bemardi@lookafter.com 0hr: 0™ min:
5. 05 milk? bemardi@lookafter.com 0hr: 0™ min:
6. oe Stir bemardi@lookafter.com 0hr: 0™ min:
7. o7 Serve bemardi@lookafter.com 0*hr: 0™ min:
Figure 2.8

On step 3 (figure 2.8), review all of the entered actions and click on Proceed to step 4 to go to the
next step.

Step 4.

Action button

User can preset up to 10 action buttons for each level. The use of the action button is for denying or
accepting certain steps in the flow. You can define any action button which meets your requirement or
suit your step(s) aslong asit is meaningful.

Action Example

Denying If the request of purchase deny by department manager, the request could not
complete and it won't forward to purchasing department. The flow shall end from
here. Therefore, while the workflow Admin design the template, he/she can
assign an action button called Disapprove for instance to decline the request.

Accepting When the department manager approve the request, he/she can hit the action
button Approve to accept the request for instance. The workflow admin should
design atemplate which can meet the requirement for a business process.

10
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User Admin
Home Group General Template Transfer Flow
Welcome: avomaster@lookafter.com @ Help
Today is: 2008/3/18
Template: Detail Back: Template listing

Category:  Administration
Type: Purchase Request
Subject: Purchase Request for Stationery [Department]
Description:  Procedure for Purchase request
Owner:
Person Incharge:  aaron@lookafter.com ahbeng@lookafter.com bernard@lookafter.com sarsh@lookafter.com
Special: Allow access to non active actions?
Allow

Edit Info

Clone this template I

Action: Listing i New
“order: “title: Person Incharge
1. 0l Send a request bernard@lookafter.com
2. 0z Receive by Department Manager shbeng@lookafter.com
3 03 Examine the Cost ahbeng@lockafter.com
4, 04 Approval ashbeng@lockafter.com
5. 0s Receive by General Manager sarah@lookafter.com
&, 08 Approval sarah@lookafter.com
7. 07 Bequest receive by Purchase department zaron@lookafter.com
Figure 2.9

When you on Step 4, screen above (figure 2.9) will showed on your screen. On this stage, template has
been created successfully.

Note: once the template created, user will be leaded to Edit Action Detail page (figure 2.9). You may
continue design the action button for this template or exit from this stage.

Click on thetitle of each level to edit/design the pattern of the flow.

User Admin
Home Group General Template Transfer Flow
Welcome: avomaster@lookafter.com @ Help
Today is: 2008/3/18
emplate: Action Detail Back: Template detail
Subject: Purchase Request for Stationery [Department]
Desc.: Procedure for Purchase request
Action Order: 03
Action Title: Examine the Cost
Person Incharge: ahbeng@lookafter.com
Click on each email to IM (Instant Messaging). (:“Ck here to ed|t the

Description:  Manager need to examine the cost of the purchase
Start:
End: ( Time spent: OHr OMin )
Duration: 1 Hours

detail for this level

Updated | < Previous | | Edit Tnfo | | Next > @ MNew Action

Figure 2.10
Click Next or Previous
button to navigate to

others levels

11
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Figure 2.10 show u the page after click on the title name. Click Edit Info to edit the detail for this
action level. Below isthe page for Edit Info (figure 2.11).

Home Transfer Flow

Ensure the order of this

Welcome: avomaster@lookafter.com

Help
Today is: 2008/3/18 level @
‘emplate: Edit Action Detail

Back: Action Detail | Template detail

Subject: Purchase Request for anery [Departmentl
Desc.:  Procedure for P-2rase request . )
action fo3 ~ Set the duration for this level. If
Order: the duration metured, the PIC will

Action Title: IExamme the Cost

. — receive an notification emeil
| F;erson raaron@lookafter.com
nenarge: " ahbeng@lockafter.com .
I™ bernard@lookafter.com Set the PICfor this level (the
I” saran@lookafter.com | person who allow to execute
Description:  [Manager need to examine the cost of the purchase ‘ the actlon)
Description

[” Update and Go Prev Action
[“] Update and Go Next Action
Update

Figure 2.11
Update and Go Prev Action When this option selected, once hit the Update button, the page
will navigate to Previous level for thisflow
Update and Go Next Action When this option selected, once hit the Update button, the page
will navigate to Next level for this flow

I Update and Go Prev Action

¥l Update and Go Next Action
Update

Add action button to each level

After the settings done on figure 2.11, scroll down further the page, and a page as below (figure 2.12)
will display. Thisisthe page alow workflow admin to assign action button(s).

12
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Actions (levels) @

Fll in the below to create the actions (levels) required to run this flow.

#® Key in the name of the action button under the "Label"

® Action (level] will not be created on those "Label" with empty input.

# "Trigger". number of PIC to trigger the action.

® Under "Go to" choose the target action (level].

# If not fill in "Statement", the system will auto pick the pre-defined statement by

admin to generate into the journal log.

Automation 1. If person incharge taken no action
I Do action Approval _>| after duration

2. ¥ -Email all PIC when this action is active F

Action o Label Tr|gger Go to Trigger New F, tatement
Buttons
ICost = 5000 IRecewe by General Manager Ll # None

G Trigger New Flow Cost of purchase request exceed the limit
" Activate pre-determined flow  |Meed General Manager approval
“pickflo: | Reset
2 ICost < 5000 Approval LI & None
- Trigger New Flow Cost of purchase request less than the limit

« Activate pre-determined flow |Department Manager make decls\on|

1

Reset

Rl =] = hone
 Trigger New Flow
" Activate pre-determined flow

~pickflo: | Reset

4 I ;I | ;I # None
" Trigger New Flow
" Activate pre-determined flow

Figure 2.12

a) Do Action After Duration Enable the automation for this level. Once the duration end, the
flow will execute to the next level

b) Email al PIC When this action| All involved PIC will receive notification email while this level of
Isactive actionisactive

c) Label The label for action button
d) Goto Set the destination level while action button execute

e) Trigger flow  None No flow will be trigger while action button execute

f) Trigger flow  Trigger new flow While action button execute, a new flow will be trigger

For example: A staff from HR department send out a purchase request to department manager. The
company have the policy which the purchase request cost shall not exceed RM5000. If so, the request
needed General Manager approval in order to proceed.

13
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Workflow admin can assign 2 button for thislevel of action. The 2 buttons are:
Cost > 5000 This means the cost for the purchase request is exceed 5000. If the cost exceed
500, which level shall the PIC move to?
Cost <5000 This means the cost is less than 5000. If the cost less than 500, where should the
PIC proceed to?
Therefore, the workflow admin have to assign action button properly in order to allow the Person in
charge can easily handle the purchase process. At this stage, workflow admin need to consider the
below:
) Canall PIC understand the label of the button?
I1) Do the action button execute to the right level ?
[11) Isthe flow logic?
IV)Which level should go while an action button execute?
V) When the flow shall end/stop?

Once workflow admin complete assigning action button for any level, hit Update to save the settings.
If you have 10 levels of action for this particular flow, you have to repeat the steps above (figure 2.10
2.12) to assign action button for each level.

Add New Action
User Admin
Home Group General Template Transfer Flow
Welcome: avomaster@lookafter.com @ Help
Today is: 2008/3/18
emplate: Action Detail Back: Template detail

Subject: Purchase Request for Stationery [Department]
Desc.: Procedure for Purchase request
Action Order: 03
Action Title: Examine the Cost

Person Incharge: ahbeng@lookafter.com

Click on each email to IM {Instant Messaging).
Description: Manager need to examine the cost of the purchase
Start:
End:  ( Time spent: OHr OMin )
Duration: 1 Hours

Updated | < Previous | | Edit Info | | Next > ENew Action

Figure 2.13

On figure 2.13, the highlighted icon alow you to insert new action to this flow template (This option
can be found on template edit page). Once you click on it, a page as below will display (figure 2.14):

14
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User Admin
Home Group General Template Transfer Flow

Welcome: avomaster@lookafter.com @ Help
Today is: 2008/3/18

Template: Create New Action Back: Template detail

Subject: Purchase Request for Stationery [Department]
Desc.: Procedure for Purchase request
Action Order:
Any alpha/numeric, the one sort at the top has the highest apperance, eg. A or B1

P

Action ~n
Buttons

Action Title: |
|24 Hours

Duration:

erson Incharge:

r aaron@lookafter.com
- ahbeng@lockafter.com
[ bernard@lookafter.com

[ sarah@lookafter.com

Brief of the action

Description:

Automation:

1.If person incharge taken no action:

™ Do action |

More detail of this action

x| after duration

2, I Email all PIC when this action is active

MNew

Label Triggert

r— I'd

Go to

Figure 2.14

Figure 2.15

“triggernewflo:

& ~none;

" ~triggernewflo:

" ~triggerexsflo:

Zpickflo: | ~reset:

& ~none:

" ~triggernewflo:

" ~triggerexeflo:

“statement:

~pickflo: | ~reset:

& ~none:
 ~triggernewflo:
" ~triggerexeflo:

“pickflo: | ~reset:

& ~none;
" ~triggernewflo:
- “triggerexeflo:

For figure 2.14 and 2.15, you may refer back to figure 2.11 and 2.12 as reference.

Note: On figure 2.14, please assign the order for this level of action carefully. If the order incorrect,
the flow might not working properly.

15
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Chapter 3: User Page

In this chapter, you will learn: (i) Create and add a flow by using existing template, (ii) Start and
End a flow and (iii) Check the list of pending flow. All user of Workflow (and given access rights)
allowed to Add/Create flow, Execute and End aflow.

3(i) To Create and Add a New Flow

Go to Virtual Office > BizApp > Work-flow > User > New Flow > \ .09 Create New Flow

User Admin

Home My Flow Hew Flow My pending action

Welcome: avomaster@lookafter.com @ Help
Today is: 2008/3/19

Work-flow: New Flow 4 Create New Flow

Zategory| None ;l Type:INone LI M
Subject Description
1. Amerian Company Sales Process for American Company
2. Sales proposal flow Process for Sales proposal
3. Web Design - Domain Name Web Design Template
4, Phone & email support The flow for supporting customer on a phone call or sent in email.
S. Technical Support Support flow
6. Order TV from supplier Order process
7. Purchase Request for Stationery [Department Procedure for Purchase request
8. Purchase Order Place an order to supplierjvendor

Figure 3.1
Select an existing template which fit your needs from the list (figure 3.1) or click on Create New Flow
to start a new one (create a new flow by a new template). Or, you may create a flow through Webmail
or Sales Management Module.

Webmail:

AM repositony |
Cregte flow

o =
F Show Images I""_ Allow HTML F Allow Scripting I""_ Allow E xternal Resources m

Figure 3.1a

Scroll down to the bottom of the email and you will find asimilar link as above. Click Create Flow to
create aflow.

16
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Sales Management:

Opportunity Information
o)y oAl Bl s B s Sales of Packaging Machine R i e MYR5000.00
IS = RO LA 2007/10/31
B (sidsalesmanager@lookafter.com 1 CERS BT (R Close Won
—F1[:dsalesperson@lookafter.com Probability:
bstadliate B Customer would like to order a few machine for packaging purposes

ournal | Quotation (1) Close Sales .
! Figure 3.1b

Biz Process Flow [N [

status: | Active | IEIEZE

Go to any opportunities page, navigate into Biz Process Flow, Click New Flow to create a new flow
for any business process. Please refer back to Chapter 2 to learn how to create flow template.

Let's go back to thetopic, Create New Flow . In this manual, you will learn how to create a new flow
in under Workflow Module. Go to User Tab, and click on New Flow, alist of template will be listed as
per figure 3.1. Click the Create New Flow icon to proceed, or you may select the existing template
which suit your needs to proceed. Let's use Purchase Request of Stationery as the example for this
manual.

Here isthe scenario:
1) Bernard from HR department send a purchase request to Administration Department for
requesting purchase of stationery.
2) Ahbeng isthe Manager of HR department.
3) Sarah is the Manager of Administration. She is the person who give approval for all purchase
request.
4) Aaron isthe staff of purchase department.

From HR Department, a staff send a request for purchasing stationery. The request will send to the
department manager first. Department manager will first examine the cost of the request. If the cost
does not exceed the limit, then the Department manager will approved the request and forward to
purchasing department. A notification will be return to requester.

If the cost exceed the limit which set by the company management, then the department manager need

to forward the request to General Manager for the approval. If the the request approve, then it will
forward to purchasing department. A notification will return to requester.

17
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The flow chart below will describe the flow better:

HR department sent
out apurchase request

i A Purchase request send out by HR department

Department M anager receive
the request

¢ Department Manager confirm receiving of the request

Department Manager Examine
the cost of the request

The cost of the request exceed the limit

Cost of the request under the limit.
Department Manager can make which set under company policy.
decision without General Manager General Manager Approval required
approval
Approval from Receive by
Department Manager General Manager
= Approved General Manager
é Received the Request
e
§ Approved
& Receive by Approval from
Purchasing Department General Manager
Receive by purchasing
department and
proceed to purchase
—P Disapproved
Flow End < oP

18
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N | scloct a terplate from  the T

Category  Administration

Type: Purchase Request ten]plate hSt, user W].]l be leaded tO

Subject: Purchase Request of Stationery [Department] .
Description:  Procedure to send out a purchase request template preVleW page (ﬁgure
Owner: avomaster@lookafter.com 3.2)' Chck Use Te mplate to
Person Incharge:  aaron@lookafter.com ahbeng@lookafter.com bernard@lookafter.com sarah@

Special:  Allow access to non active actions? Create NeW FlOW Create a new

Allow

Use Template To Create New Flow </ WOI‘k- ﬂOW

Action: Listing

Order No. Title Person Incharge
1. 01 Send a Request bernard@lockafter.com
2. 0z Receive by Department Manager ahbeng@lookafter.com
3. 03 Examine the cost ahbeng@lockafter.com
4. 04 Approval ahbeng@lookafter.com
5, 0s Receive by General Manager sarah@lookafter.com
6. 06 Approval sarah@lookafter.com
7. o7 Reguest recevie by Purchase department aaron@lookafter.com

Figure 3.2

There are three major steps involved. Please follow the instructions bel ow:
Step 1: Flow Details

Flow: Edit info

Enter reference, category,
type and asubject for this
flow

Category | Administration |

Type: | Purchase Request ;I

*Subject: |Purchase Request of Stationery [Department]

Description:  |Procedure to send out a purchase request

Select Person(s) in

*0Owner: |aunmaster@|nnkaf‘ter com Charge for thIS fIOW
e (RS |_b~=Eron@lookafter. com

Fahbeng@looka&encom
[ bernard@lookafter.com
rchrlstle@\ookafter.com
rcptan@lookaﬂer.com

[ eleen@lookafter.com

resther@lookafter.com h . “ d
I~ gig@lookafter.com This option will discus:

[ meeijen@lookafter.com on next page (ﬁgure 3
7 Tareh@lockaiaseem] & 35)

Special:  Allow access to non active actions?

= allow ¢ Don't allow

End flow statement: If not fill in, system will auto pick the pre-defin
End this work-flow now.

Once you have filled up all
the required fields, click
Proceedto Step 2

Froceed to step 2

Figure 3.3

19
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Tips
Allow accessto non active actions?

This is an option which alow the in charge person to check back those non active action(s) during the
flow is being executed.

Why allow?

The person in charge can double check the coming/past action(s) whether has been setup correctly or
not. Correction can be made anytime (if needed).

Highlighted part is the
Below is the screen shot of Not allow access non active action (figure 3.4): active action
Action: Listing @New

Order Title

Person Incharge In Last action ut “timespent:
I 1 01 Send a Reguest bernard@lookafter. com 2008/3/19 13:38:50 Start 2008/3/19 13:38:50 OHr 1Min l
2, 02 Receive by Department Manager ahbeng@lookafter.com L4
3 03 Examine the cost ahbeng@lookafter.com Please notice those
: z: ’::f;ir\:‘bv General Manager :hbeng@llmka&emom hon active aCt|0n, the
6, 06 Approval ) sarah@lookafter.com action title IS not a”OW
7. o7 Request recevie by Purchase department aaron@lookafter.com user to CIICk onit

Action: End

Now is the screen shot of Allow access non acti (&4AE (figure 3.5):

Action: Listing

@New
Order Title Person Incharge In Last action Out ~timespent:
1 01 Send a Reguest bernard@lookafter.com 2008/3/19 13:38:50 Start 2008/3/19 13:38:50 OHr 1Min
2, 0z Receive by Department Manager ahbeng@lookafter.com OHr OMin
3. 03 Examine the cost ahbeng@lookafter.com OHr OMin
4] | o4 4ppreval Theselinks are allow to click |  °HroMin
5. 05 Receive by General Manager sarah@lookafter.com H H OHr OMin
| h@‘ o if Allowaccess non active
&, 06 Approva sarah@lookafter.com . OHr OMin
action set toAllow
7 o7 Request recevie by Purchase department aaron@lookafter.com OHr OMin
Action: End
Figure 3.5

If this option set to Allow, the title of the action has turn into blue color and it has become an active
link. Therefore, user can edit the action details anytime (if needed).
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aliToffice

Step 2:

Create New Flow With Template: STEP 2
You've just updated a flow detail. As the creator of this flow, vou're now the "OWNER" of this flow which only yvou may allow access to update the detail info.
You may now fill in the below to create the actions (levels) required to run this flow.
® The actions (levels) listed below are clone from the selected template.
# Click "proceed to step 3" to edit each and evervone of these action (level). .
Click hereto proceed step 3
Proceed to step 3
Flow: Detail
Reference: Mr. Low
Category.  Administration
Type: Purchase Reguest
Subject: Purchase Request of Stationery [Department]
Owner; avomaster@lookafter.com
Special:  Allow access to non active actions?
Allow
Updated Edit Info I
Action: Listing
~order: ~title: Person Incharge ~in: ~lastaction: “out: “timespent:

1. 01 Send a Request bernard@lookafter.com 0~hr: 07 min:

2. 0z Receive by Department Manager ahbeng@lookafter.com 0~hr: 07 min:

3 03 Examine the cost ahbeng@lookafter.com 0~hr: 07 min:

4, 04 Approval ahbeng@lookafter.com 0~ hr 07 min:

5 05 Receive by General Manager sarah@lockafter.com 07~ hr 07 min:

6. 08 Approval sarah@lookafter.com 0~hr: 07 min:

7. 07 Request recevie by Purchase department aaron@lookafter.com 0~hr: 07 min: F

Step 3: Action setup and action button assigning

The ordering for this Action.
You may assign this action
on any order depend on
sequence of the flow

You have two part to completein step 3
Part 1  Set the duration

Flow: Edit Action Detail
Subject: Purchase Request of Stationery [Departpe
Desc.: Procedure to send out a purchase

IUI—:.

Action
Order:

sort at the top has the highest

Action Title: ISend a Request Erief of the action
Duration: |1 “hrs
F;erson [ aaron@lookafter.com
iSRS r ahbeng@lookafter.com
[ bernard@lookafter.com
[ sarah@lookafter.com .
Description:  [Send out a purchase request %IeCt the pason(S) n Charge
(assignee) for this particular
level
More detail of this action

Update

Figure 3.7
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Part 2 Assign Action Button to this Action

Create New Flow With Template: STEP 3

You're now updating the profile of each action (level) under this flow. The system will guide vou to go through each and every existing actions (levels)

® [l in the "Automation” if you want this action (level) to auto escalate if the person in-charge did not respond within the specific time given
® Fll in the name of each excalation button and their respective target.
® Upon update will save the profile and move to the next action (level) detail

Actions (levels) &

Activate the automation
while the duration of the
action is mature

Fll in the below to create the actions ilevels) required to run this flow.
® Key in the name of the action button under the "Label".
# Action (level) will not be created on those "Label" with empty input.

® "Trigger". number of PIC to trigger the action |f thIS Opt|0n Checked, a”
® Under "Go to" choose the target action (level). .
#® If not fill in "Statement", the system will auto pick the pre-defined statems & admin to generate into the journal log. Of the peI‘SOI’] n Charge

Automation 1. Jfpersonincharge taken no action
1

[¥ -Do action [Send a Request ;”af‘ter duration

2. | -Email all PIC when this action is active

will receive notification
emall if the step is still

pending
Action No Label Trigger Go to Trigger New Flow Statement
Buttons
1 IDcne I ;I Receive by Department Manager ;I @« Mone
Send a Request l Trigger New Flow
Receive by Department Manager " Activate pre-determined flow
Examine the cost
Approval Statement colum  asthe

Receive by General Manager ~pickflo: | Reset

Approval
: I I El Request receive by Purchase department & None
“endflo: © Trigger New Flow
" Activate pre-determined flow

logs of the flow while the
action button being
executed

kflo: | Reset

Select the next step/next
level to go while execute
the action button

Figure 3.8

Once the part 1 and part 2 for Step 3 completed, click Update button (figure

./) 10 save tne settings. If
you have 10 level of actions under one flow, please repeat Step 3 for each level.
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Tips
Wor%owAdditional Feature Walk through - “endflow: and *endflonewflo:

End Flow:
Nendflo:  is a feature for end or terminate the flow. For example, when a request rejected by
department manager, the flow shall stop at this stage and no further step to proceed. Therefore, an
~Nendflo:  action button can be created in advance to avoid the progress flow being stuck. (Learn to
create action button on figure 3.8) This allow user terminate the flow on any level.

Create Flow Back-to-Back - “endflonewflo:

Nendflonewflo: Thisis afeature to allow user to start a new flow immediately when a running flow
ended. For example:
The template we use in this manual is for purchase request purpose only. Therefore, no purchasing
steps was included. In this case, the owner of the flow can enable this option for the purchasing
department to continue with a new flow once the current one ended.

This feature appear only after the flow has been created. You may open the Flow detail for checking
this feature status.

Below arethe stepsto turnon “endflonewflow: feature (figure 3.9  3.14).

Step 1:
Go to Flow detail page for checking the status of this ~endflonewflow: feature

Step 2:

Reference: Mr. Low
Status: active
Category  Administration
Type: Purchase Request
Subject:  Purchase Request of Stationery [Department]
Description:  Procedure to send out a purchase request

owner: avomaster@lookafter.com

Person Incharge:  aaron@lookafter.com ahbeng@lookafter.y N endfl onewflo: 2

Special:  Allow access to non active actions?
o Ao show no

“newflonote: §
“no:
Time spent:  ldays

Start date: 2008/3/19 13:38:50
End date:

sh@lookafter.com

~endflonewflo::

1 | Edit Info Figure 3.9
Make sure the status of endflonewflo: , if the status shows no (figure 3.9), click on Edit Info button
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Step 3:

Reference; IMr Low

Status:  active
Category [ administration =

Type: | Purchase Request  ~|

Subject: IPurchase Request of Stationery [Department]

Description:  |Procedure to send out a purchase request

Owner: Ia\mmaster@lnnkaf‘ter com

Person Incharge: [ aaron@lookafter.com
" ahbeng@lookafter.com
Fbernard@lookafter.com
[ christie@lookafter.com
™ cptan@lookafter.com
re\een@\ookafter.com
[~ esther@lookafter.com
™ gigi@lookafter.com
rmeeljen@lookaﬁencom
[ sarah@lockafter.com

Speciali  Allow access to non active actions?
G allow C Doo't allow

I “endflonewflo:: o] ~newflonote:

Date: Start: 2008/3/19 13:38:50 End:

Check here for
activate
" endflonewflo;

End flow statement: If not fill in, system will auto pick the pre-defined end flow statement by the admin
End this work-flow now.

Figure 3.10

Now you are on the flow information edit page (figure 3.10). Place atick on the check box for option
~Nendflonewflo:  HitUpdate button to save the setting.
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Step 4:

Flow: Detail

Reference:
Status:

Category

Type:

Subject:
Description:
Owner:

Person Incharge:
Special:

Mr. Low

active
Administration
Purchase Request

Purchase Request of Stationery [Department]

Procedure to send out a purchase request
avomaster@lookafter.com
aaron@lookafter.com ahbeng@lookafte

Allow access to non active actions?

" endflonewflo: has

aliToffice

tb@lookafter,com

Back: Flow listing

Allow

been set to Yes

~endflonewflo::
“yes:
Time spent:  ldays
Start date: 2008/3/18 13:38:50
End date:

“Updated:

Edit Info

Figure 3.11

When “endflonewflo: isturned on (figure 3.11), you may execute your flow now.

Step 5:

Please create a new worl-flow,

Flow: Detail Back: Flow listing

Reference: Mr Low
Status: end
Category.  Administration
Type: Purchase Request
Subject:  Purchase Request of Stationery [Department] Click hereto createa
Description:  Procedure to send out a purchase reguest new ﬂOW
Owner: avomaster@lookafter.com

Person Incharge: aaron@lookafter.com ahbeng@lockafter.com bernard@lookafter.com ¢

Special:  Allow access to non active actions?
Allow
~endflonewflo:: ~newflonote:
“yes:
Time spent:  ldays
Start date: 2008/3/19 13:38:50
End date: 2008/3/19 15:52:25

Action: End
By avomaster@lookafter.com

Statement/ Remark:
End this work-flow now.

Edit Info

Figure 3.12
While flow ends, you will be able to see a banner on the top of the page (figure 3.12).
Click on the link to create a new flow for continuing the process.
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Step 6:
‘_' Work Flow

Alert!

Or, Discard to
terminate the process

External module: ~flo:
An external module is no You may use existing le to creating a new worlk-flow. This ale

disappear only after you' icl< the "Discard" button only if you
interact with the external  teémplate to create a ()
new flow

Template listing

| You may use this filter

@T&emplate:! Purchasing iw| And Proceed 0pt|0n to SeIeCt y0Uf
desired category

. . Fi 3.13 . .
On this page (figure 3.13), please read the Alert Banner carefully and follow the instructions. You may
use the existing template to create a continuous flow or Discard to terminate the process.

{ ‘_' Work-flow Management

Alert!

External module: ~flo:

An external module is now interacting with this module to creating a new worlc-flow. This alert banner will
disappear only after you've created the new worlc-flow. Click the "Discard" button only if you wish NOT to
interact with the external module.

Template listing Discard

Welcome: avomaster@lookafter.com @ Help
Today is: 2008/3/19

Work-flow: New Flow <& Create New Flow
Category:| Purchasing ;l Type:l None ;l F|Iter|

Subiect Descrolbion
1. Purchase Order Place an order to supplierivendor
Figure 3.14

After selected a category, the system will listed out the relevant template for the user. User may create a
new flow now.
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3(ii): Start and End a Flow

Start a Flow

Go to: Virtual Office> BizApp > Work-flow > User > My flow

A list of flow will be displayed. Select the assigned flow, click on the flow title and you will see the
screen as below (figure 3.15). If the flow is not created yet, please refer to 3(i) (figure3.1  3.8), learn
to create aflow.

We are going to use the example to demonstrate the feature of Workflow.

Click stat to

Action: Listi
ion: Listing execute the flow

Actiop:

~order: ~title: Person Incharge Once the ﬂOW Started, n: “ouf: “timespent:
1. 0l Send a Request bernard@lookafter.com the Spent t|n*e will 0~hr: 0™ min:
2. 0z Receive by Department Manager ahbeng@lookafter.com Stated here 0~hr: 0~ min:
3 03 Examine the cost ahbeng@lockafter.com 0~ hr 07 min:
4, [+ Approval ahbeng@lockafter.com O~ hr 0™ min:
5. 05 Receive by General Manager sarah@lookafter.com 0~hr: 0 min:
B, 06 Approval sarah@lookafter.com 0~hr: 07 min:
7. o7 Beguest recevie by Purchase department aaron@lockafter.com bernard@lookafter.com 0~hr: 07 min:

Figure 3.15

(1) Send a Request

When a staff from HR department send a purchase request to Department manager for purchasing
stationery for office use. Therefore the Staff need to follow the standard operating procedure (SOP) for
the request. He/She have to create aflow, and execute it.

While the flow started, HR department staff have to navigate into the level which he/she in charge, to
execute the flow into the next level in order to allow the person in charge (PIC) of the next level will
receive a notification and proceed to further process.

Action: Listing @ New
oOrder Title Person Incharge In Last action Out ~timespent:
1. 01 bernard@lookafter.com 2008/3/19 17.56:12 Start 2008/3/19 17:56:12 0OHr 1Min
2, 02 shbeng@lockafter.com OHr OMin
3. 03 Examine the cost
4. 04 Approval . . .
5, 05 Receive by General Manager Click thetitleto navigate to the The current active level will be
5 06 Approval execution page highlighted
7. 07 Request recevie by Purchase after.com
Action: End

Figure 3.16
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As per figure 3.16, the highlighted part (yellow color) is the active action. User may click on the
action's subject, to navigate into the action detail page for executing the action button to enter new
level. In level 'Send a Request’, asimilar screen as below(figure 3.17) will be show.

{ ,.,. Work-flow Management

User Admin
Home My Flow Hew Flow My pending action
Welcome: bernard@lookafter.com @ Help
Today iz 2008/319
Flow: Action Detail Back: Flow detail

Suhject  Purchase Request of Stationery [Department]
Desc:  Procedure to send out a purchase request
Action Order. 01
Action Title:  Send a Request
Persan Incharge:  bernard@lookafter.com

Click on each emsil to M (Instant Messsging).
Description:  Send out a purchase request
Start: 2008319175612
End:  {Time spent: 4Hr 08Min )
Cwration: 1 Hours

Eclit Info Mext =

Click here to execute the

Person In-charge i SXECU - action
EXECUTE ACTION 4\\
& Attachment: Selectfile (Max size: 2,000K) | [ Browse... || Upload
Journal Prev | Next Total: 1-0/0
Prev | Next Total: 1-0/0
Figure 3.17

When user click on EXECUTE ACTION, a light box as below will pop up to prompt user enter
action's comments (figure 3.18).
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Action's comment;

& purchase request forvwarded to Department Manager

Enter the action's comment
and click the action button
to executethe next level

Figure 3.18

Without the action's comment, PIC will not alow to proceed to next level. An error message will

display as below:
info
For your information:

Arction comment required £l in

Figure 3.19

Click Back button on the browser to back to the action page.
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When the level executed, the page will go back to Flow listing page. Right now, PIC should able to
found the yellow bar has moved to the active level (as per figure 3.20)

User Manual for VO: WORK-FLOW

User

My Flow

Admin

Home Hew Flow

My pending action

Welcome: bermard@lookafter.com
Tockay 5 2008/319

@ Help

low: Detail Back: Flow listing

Feference:  Mr. Low
Status:  active
Category.  Administration
Type:  Purchase Reguest
Subject:  Purchase Reguest of Stationery [Department]
Description:  Procedure to send outa purchase reguest
Owner.  hernard@lookafter.com

Ferzon Incharge:

Special:  Allow access to non active actions?
Allowy
Mendflonewflo: *newflonate:
Ano:
Time spent.  1days
Start date:  2008/31917:56:12
End date:

Executed | Edit nfo

aaron@lookafter.com ahbenag@lookater.com bernardi@liookatter.com sarahi@lookatter.com

& Attachment: Selectfile (Max size: 2,000K) |

| Browse.. || Upload

Action: Listing () My
Order Title Person Incharge In Last action Ot ‘timespent:
1. 01 Send a Reguest hernard@lookatter.com 20087319 17:56:12 Cione 200873198 22:4:8  4Hr 11hlin
I 2. o2 Receive by Department Manacger ahbengiE@lookafter com 20085319 22:4:8 OHr 1hdin
3 03 Examine the cost ahheng@lookatter.com OHr Okin
4. 04 Approval ahheng@lookatter.com OHr Okin
a. 05 Receive by General Manager sarahi@lookatter.com OHr Okin
B, 06 Approval sarahi@lookatter.com OHr Ohdin
T oy Reqguest recevie by Purchase depatment aaroni@lonkafter.com bemard@lookatter.com OHr Okin

Figure 3.20

If the user was not the PIC of this level, they will not
banner while they navigate into the action detail page.

Welcome: bernard@lookafter.com

be able to see the execute link and the yellow

Today is: 2008319

Flow: Action Detail

Subject:
Desc.:

Furchase Reguest of Stationery [Deps
Procedure to send out a purchase reqg
o2

PIClisted here allow to view
and execute the execute link

@ Help

bernard @lookafter.comwas not the

Action Order

Action Title:
Ferson Incharge:

Description:

PICfor this stage, therefore he cannot

ONLY see the execute link on this page

Receive by Department Manag

ahhengi@lookafter.com

Click on each email to IM (Instant Messaging).

receive the purchase request from departrment

End:
Cwration:

t e
(Time spant OHr 4Min )
1 Hours

= Previous Edit Info Mest =

[ Browse ]

& Attachment: Select file (= size: 2,0004) |

Upload

Prews | Mok Ttk 4 A100

Prev | Next Total: 1-0/0

Figure 3.21
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Once the Department receive the purchase request, he/she need to respond to the requester. He/she need
to execute to the next level to examined the cost of the request.

User Admin
Home My Flow Hew Flow My pending action
Welcome: ahbengi@lookafter.com @ Help
Todsy is: 2003349
Flow: Action Detail Back: Flow detail

Subject:  Purchase Reguest of Stationery [Department]
Desc.:  Procedure to send out a purchase reguest
Action Order: 02
ISR = ceive by Deparment Manager

Person Incharge:  ahbeno@lookater.com

Click on each email to IM (Instant Messading).

Description:  receive the purchase request from department
Start:  2008/319 22:4:8
End:  {Time spent. OHr 10Min )
Dwration: 1 Hours

= Previous Edit Info Mlexd =

Ferson In-charge may click on the below to execute action!
EXECUTE ACTION

& Attachment: Select file (i size: 2,000k | [ Browse.. || Upioad

Journal Prev | Next Total: 1-0/0
Prev | Next Total: 1-0/0

Figure 3.21

The department manager need to click the Execute Action link to execute the level to the next. A
notification will send to the PIC by email to inform the Department manger have received the request.
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Action's comment:
Receive the reguest]

) . . Figure 3.22 .
Same as previous steps, a light box will pop up to allow PIC enter the action's comment before the

action executed. Hit the action button to execute to next level.

Action: Listing (@D Meww
Order Title Person Incharge In Last action Ot “timespent:
1. 2 oM Send a Request hernardi@lookatter.com 2008311917:56112  Doane 20087319 22:4:8 AHr 11 Min
i 0z Eeceive by Department Manager ahbengidlonkatercom 2008538 2248 Eecejvad 2009/219 22:39-30  0-r 24hin
3. o3 Examing the cost ahbengE@lookafter.com 20085319 22:38:31 OHr 1Min—|
4. 04 Appraval ahbengi@lookater.com OHr dmin
a. 05 Receive by General Manager sarahg@lookatter.com OHr Ofdin
B, 06 Approval sarahg@lookatter.com OHr Okin
7. oy Reguest recevie by Purchase deparment aaron@lookafter.com bemardi@ookafter.cam OHr Odin
Figure 3.23

The user may notice the level already execute to the next (Figure 3.23).
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(111) Examine the Cost
At this level, the department manger was set as the PIC. ahbeng@Ilookafter.com is the PIC. He has to
calculate the cost of the request whether exceed the limit or not. In this example, RM5000 is the limit
for this company. Let's assume the request cost was less than RM5000. Therefore, this request do not
need approva from General Manager of the company. Department managerr can act as the decision
maker for this request.

The PIC have to navigate into this level, and the page as below will be display (Figure 3.24)

User Admin

Home My Flow Hew Flow My pending action

Welcome: ahbeng@lookafter.com 1@ Help
Today is: 2008319

Suhject  Purchase Reguest of Stationery [Department]
Cesc: Procedure to send out a purchase request
Action Order; 03
Action Title:  Examine the cost

Perzan Incharge:  ahbeno@lookafter.com

Click on gach email to IM (Instart Messaging).
Description:  Cost examination. Checkwhether the cost exceed the limit ar not
Start: 20084319 22:38: 31
End:  (Time spent: OHr 2hin
Duration: 1 Hours

= Previous Edlt Info Mext =

Ferson In-charge may click onthe below to execute actionl
EXECUTE ACTION

& Attachment: Selectfile (hax size: 2,000K) | [ Browss... || Upload

Journal Prev | Next Total: 1-0/0
Prev | Next Total: 1-0/0

Figure 3.24
Repeat the same steps to execute the action  Click on theExecute Action link. A light box will pop up
again to alow PIC enter the action's comment.
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Action's comment:

The cost does not exceed the limit = RMS000
Mo beneral Manger approval recuirecd

Cost = 5000 | [ Cost = 5000

Figure 3.25
Since the cost of the request does not exceed the limit, PIC can execute the action button which
determine the cost is less than the limit to proceed.

V) Approval
Action: Listing (&) M
Order Title Person Incharge In Last action ot “timespent:

1. B m Send a Request hernardi@lookatter.com 2008319178612 Daone 2008319 22:4:8 4Hr 11Min
2 nz Receive by Departtment Manager ahhengi@lookatter.com 20087318 22:4:8 Received 20087319 22:38:30 OHr 34Min
3 03 Exarnine the cost ahbeng@lookatter.cam 20085319 22:38:31 Cost=5000 20080319 22:42:49  OHr 4Min
4. o4 Sppronal shbengE@lookafter .com 20025319 22042:49 OHr 1 kin
A, a5 Receive by General Manager sarah@lookatter.com OHr Ohdin
B, 06 Approval sarahg@lookatter.com OHr OMin
T oy Request recevie by Purchase departtment aarong@lookatter.com bernardi@lookatter.com OHr Ofdin

Figure 3.26
According to the company policy, if the cost of the request less than RM 5000, department manager can
make the decision without the approval from General Manager. Department Manager now have to
navigate into the Approval level whether to approve or disapprove this request.
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Action's comment,

The request is approved.
Will forwward the request to purchasing department.

Figure 3.27
When there are more than 2 action button, we call it decision level. While execute different action
button, the PIC will go to different level depends on how the workflow admin design the template.
Let's assume department manager approve this request and he execute Approve button. Base on the
design of this template, the level will escalate to the last level (You may refer back to the flow chart).

(V) Request Receive by Purchasing Department

Action: Listing () Newy
Order Title Person Incharge In Last action Ot “imespent:

1. B M Send a Request hernardi@lookatter.com 2008319 17:5612 Dione 20087319 22:4:8 AHr 11hin
2 ,_'| 0z Receive by Depattment Manager ahhengi@lookatter.com 20085318 22:4:8 Receivad 20085319 22:38:30 OHr 24 Min
3 Ef 03 Examine the cost ahhengi@lookatter.com 20087319 2238 Cost=5000 20087319 22:42:49 OHr 4hdin
4. =t 04 Approval ahbeng@lookatter.cam 20087319 22:42:49 Approve 20085319 22:44:42 OHr 1hdin
. 05 Receive by General Manager sarah@lookatter.com OHr Okin
B, il5} Approval sarah@lookatter.com OHr Ohbdin
7. o7 Eeguest recevie by Purchase department satoni@lookafter.com bernard@ookatter com 20025319 22:44:42 OHr 1 hin

Figure 3.28 show the flow has reached the Fagufeviel8 Request receive by Purchasing department.

The PIC of this level who is from the purchasing department have to confirm the receive of this
request. He/she will receive a notification while this action active. He/She need to navigate into this
level of action to executeit in order to confirm the above.
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User Adrmin
Home My Flow Hew Flow My pending action
Welcome: aaron@lookafter.com @ Help
Today i 2008319
Flow: Action Detail Back: Flow detail

Subject:  Purchase Reqguest of Stationery [Department]
Cesc..  Procedure to send out a purchase request
Action Order: 07
Action Title:  Request recevie by Purchase department

Ferson Incharge:  aarongdlookatter.com
bemard@lookater.com
Click on each email to M (Instant Messading).

Description:  The appraved reguest receive by purchasing department
Start:  2008/319 22:44:42
End: (Time spent OHr 1Win )
Dwration: 1 Hours

= Previous Ediit Info

Person In-charge may click on the below to executs action!
EXECUTE ACTION

& Attachment: Selectfile (Max size: 2,000K) | [ Browse... || upioad

Figure 3.29
Execute action and enter the action's comment as what we have done in previous steps.

Action's comment:

Purchase request received.
will issue PO to supplier

Figure 3.30
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(V1) End aflow

On this stage, the flow has reached to the last step and it is going to end. This action button has
assigned as a “endflo: button, which means once the button executed, the flow will be terminated. A
page as below will display to alow PIC to end the flow.

Flow: End Flow
Click Back to go back to

previous page

Reference:

= Purchase Feguest
& Purchase Request of Stationery [Departrent]
iy e Procedure to send out a purchase request
558 hemard@lookafter com
b
2008317 17:56:12

Hit EndNowto endthe | | Qlick Not Yet and go back

to flow detail page

[ End Mow ] OR [ MNat et ]

Figure 3.31

Note: ONLY owner of the flow allow to end the flow. If the PIC was not the flow owner, an error
message as below will be display (figure 3.32)

Fou don't heve enough petvileges to proceed:

Flow Management ! Flow ! End Flow

1. ¥ouare not the owrer.
2. Omnly the owner is allows to end the flow

Figure 3.32
Hit Back button to go back to previous page. While you see this message, please contact your
workflow admin or the flow owner.
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Once the flow end, you will find the page as below (figure 3.33):

Action: Listing

Order
01

0z

03

04

04

06

o7

Title
Send a Reguest

Receive by Depariment Manager

Examine the cost

Approval

Receive by General Manager

Approval

Eequest recevie by Purchase depariment

Person Incharge
hernardi@lookatter.com
ahbeng@lookater.cam
ahbeng@liookater.com
ahbeng@liookater.com
sarah@lookatter.com

sarah@lookatter.com

aaron@lookafter.com bermardi@iookafter.cam

Action:

Figure 3.33

In

20080319 17:56:12
20080319 22:4:8
20080319 22:38:H
2008319 22:42:49

20087319 22:44:42

aliToffice

Last action
Dione
Received
Cost=5000
Approve

Ot

20085319 22:4:8
20085319 22:38:30
20087319 22:42:44
20087318 22.44:42

() Mewy

Mimespent:
AHr 11hin
OHr 34hin
OHr 4hin
OHr 1hin
OHr Okin
OHr Okin
OHr 8hin

You will see the yellow bar gone and the Start and End button already gray out (freeze) and not allow

to click.

Beside then assigned an "enflo: action button to the flow for end the flow, owner of the flow may end
the flow in another way. He/She can click the End button on the flow detail page (Figure 3.34).

Action: Listing

Order
01

0z

03

04

05

i3}

o7

[ B B

Title

Send a Request

Receive by Departtment Manager

Examine the cost

Approval

Receive by General Manager

Approval

Request recevie by Purchase department

Person Incharge
herardi@lookatter.com
ahbengi@lookatter.com
ahbengi@lookatter.com
ahbeng@lookatter.com
satah@lookater.com

sarah@lookater.com

aaroni@iookafter.com bernardi@lookatfter.com

Action:

Figure 3.34

Encl

In

20087319 17:56:12
20087319 22:4:8
20087319 223831
20087319 22:42:49

20080319 22:44:42

This method will return the same result which mentioned above.

Ti psé

Last action
Dione
Received
Cost = 5000
Approve

Out

200873149 22:4:8
20087319 22:38:30
20087319 22:42:49
20087319 22:44:42

= Thisicon show there is a new message/journal was post under the particular level
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OHr Okin
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3(iii): Check thelist of pending flow

Once the flow is executed, user can check their pending action at:
Virtual Office > BizApp > Work-flow > User > My pending Action

The screen below (figure 3.35) is the screen shot for pending action:

User Admin
Home My Flow Hew Flow My pending action

Welcome: ahbeng@lookafter.com @ Help
Tockay is: 20085319

My pending action: Listing

rEr o CITTET e T PIC “timespend:
1 hir. Low Purchase Reques) Nf Stationery [Department] Receive by Department Manager ahhenag@lookafter.com
Figure 3.35

Show how much time have been
spent on this pending flow

Click either oneto view flow
details

If there is no pending flow on your pending list, which means, all of your assigned job(s) has been
completed.

3(iv) Others Featur es of Workflow

a) Journal Posting
Journal posting allow the PICs post their discussion on any level of flow. Navigate into any level of the
flow to post your journal there (figure 3.36).
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User Admin
Home My Flow Hew Flow My pending action
Welcome: ahbengi@lookafter.com @ Help
Todsy is: 2003349
Flow: Action Detail Back: Flow detail

Subject:  Purchase Reguest of Stationery [Department]
Desc.:  Procedure to send out a purchase reguest
Action Order: 02
Action Title:  [§ ¢ Depadment Manager

Person Incharge:  ahbeno@lookater.com

Click on each email to IM (Instant Messading).

Description:  receive the purchase request from department
Start:  2008/319 22:4:8
End:  {Time spent. OHr 10Min )
Dwration: 1 Hours

= Previous Edit Info Mlexd =

on the below to execute action!
TE ACTION

Click here and alight
box (figure 3.37) will
appear to alow you post

& At . ¥ Browse... Upload

]
Journal Prev | Next Total: 1-0/0

Prev | Next Total: 1-0/0

Figure 3.36

Journal: Submit new

L Tsi R Purchase Reguest of Stationery [Department]
hernard@lookatter.cam
Ll ke Receive by Department Manager
Ll HE s ahbeng@lookatter.com
L= [T This regquest will be pending for one month|

Enter your message here
and hit Submit button

Email notify priority:

Figure 3.37
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User Admin
Home My Flow Hew Flow My pending action
Welcome: alibeng@lookafter.com @ Hep
Today iz; 2008319
Flow: Action Detail Back: Flow detail
Subject  Purchase Request of Stationery [Department]
Desc.: Procedure to send outa purchase request
Action Order: 02
Action Title:  Receive by Department Manager
Ferson Incharge:  ahbenoi@lookatter.com
Click on esch email to M (Instart Messaging)
Description:  receive the purchase reguest from department
Start 20087319 23:47:593
End: {Time spent: OHr GMin )
Duration: 1 Hours
= Previous Edit Info Mext =
Person In-charge may click on the below to execute action! Journal poged
EXECUTE ACTION
& Attachment: Selectfile (v siz=: 2 000K) | [ Browss... ]| Upload

Journal New comment Prev | Next Total: 1-1/ 1
2008319 235438
By: ahbeng@lookafter.com

This recguest will be pending for one marith

Prev | Next Total: 1-1/ 1

Figure 3.38

b) Upload attachment
PIC may upload relevant document to workflow for reference use. Therefore, al of the PIC may
download the document directly from workflow.

PIC may upload the attachment to Flow detail page or the action detail page and the steps are the same.
Figure 3.38  3.41 show how to upload an attachment to flow's detail page.
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aliToffice

Flow: Detail Back: Flow listing
Reference:  Mr. Low
Status:  active
Category:  Administration
Type:  Purchase Reguest
Subject  Purchase Reguest of Stationery [Department]
Description:  Procedure to send out a purchase request
Cwener:  bemard@lookatter.com
Ferson Incharge:  aaron@lookafter.com ahbeng@lookafter.com bernardi@lookatter.com sarahi@lookafter.com
Special:  Allow access to non active actions?
Allowy
fendflonewflo:: *newllonote:
“no: Click browse to browse for
Time spent. 1days . . . .
thefile which is going to
Start date: 20085319 23:47:36
End date: Upload
[ Edtinfo /\
# Attachment: Selectfile (ve size: 20001 | [ BrowseZ ] | Upload
Action: Listing (@ Mew
Order Title Person Incharge In Last action Ot Mimespent:
1. B o Send a Request bernardg@lookafter.com 2008f319 23:47:36 Done 20087310 234753 OHr 1hin
2. 0z Receive by Department Manader ahbengi@lookafter .com 20085319 23:47:53 OHr 18Min
3 03 Examine the cost ahhengi@lookatter.com OHr Ohdin
Figure 3.38
File Upload
Lock in: | £ My Documents » | Q F e E-
- == | Microsoft Excel Worksheet =
- 3 Hil | 17 KB W
My Recent  deskkop.ini
Documents “y Configuration Settings
= 1EE
Deskta oCument . . .
P Select the desire file, click
: open to select thefile
3 goodbye . bopro
.._-/ 1 [ = o Bieatcraft Docurment
My Documents 2,200 KB N
. Hien {resume), doc
" Microsoft Word Docurment
[ 46 kB
ky Camputer
el % My budget, «ls »
File name: |D0cument$.d0c b | [ Open
My Nebwark Files of bype: |f-\|l Files w | [ Cancel
Figure 3.39
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& Attachment: Selectfile D4y Documents\Documents.dod | Browse.. || Upload
Figure 3.40

Figure 3.40 show the attachment field which already filled up with the file directory. Double check the
directory. If the directory confirmed, click Upload button to upload thefile.

# Attachment: Selectfile Upload

File SiZe Tate Tpload by
Documents.doc B3 E08K 200853020 01 2:56 ahhengi@lookatter.com Delate

Figure 3.41
The file will take several minutes to upload. It is depends on the file size which you uploaded. The
bigger file size, the longer time will take. Once the upload process completed, you will be able to see
the attachment list on your page (as per highlighted on figure 3.41).
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Chapter 4: Flow Transfer

Go to Virtual Office > BizApp > Work-flow > Admin > Transfer flow, for transfering an existing flow
from one person in charge to the another

Welcome: avomaster@lookafter.com @ Help
Todayis: 2007/9/20

Admin: Transfer Flow

Choose a work-flo owner: | bemard@lookafter.com | [

Select the work-flow listed below.

No [ Ref. Flow Owner Status
I 17 Reference Purchase Request bernard@lookafter.com I
| Transfer |

Figure 4.1
Step 1.
Checked (place atick) on the desired flow (figure 4.1) which you wish to transfer, click on Transfer.

User Admin
Home Group General Template Transfer Flow

Welcome: avomaster@lookafter.com @ Help

Today is: 2007/9/20

Admin: Transfer Flow

Select the work-flow listed below.

No [~ Ref. Flow Owner Status
1F iReference Purchase request bernard@lookafter.com
You are now in the process of transfering selected work-flow listed below to a new owner.
From bernard@lookafter.com To R | OR
Figure 4.2
Step 2. 3

Drop down the menu (figure 4.2) to select the new assignee's email address and click Transfer Now to
transfer the particular flow to the selected person



