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1. HARELTIER? What is Workflow System
BRSSO OELR TAER ARG, VRA] LARE I BE HE S 28 5 G AR 5%

Through the “Services Center Workflow ", You can fill out the form to apply for service anytime,

anywhere.

2. HfipisgR3Z Submission on PC
2.1 B3 A5 Login system

P i3 3 0 A 2% (#EFE Chrome, Firefox) , 111 https:/portal.bnbu.edu.cn
Open a browser (Chrome, Firefox recommended), visit https://portal.bnbu.edu.cn
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(1) %I\ BNBU HTK5, eg. q012345678
Enter the BNBU account

@) M Tk S

Enter the password

(3) gk
Sign in

2.2 EHEZFEH Fill in the form

(1) BEATTP TUTH
Enter the portal page

Qe pmEsaaxs
S LEERRAAY

Events Cale...  StudentMa..  Archive Mai...

(=R

| Unbind Dkey Token

(1) S (2) EAO @&
Navigation Quick entry Announcement
(4) BR 5l (5) TAE (6) LA
Services Center Toolbar Application Area

(2) TEHRES H L X I F 21 75 ZE 30 1 18R %%, flin 1TSC- vk N\ il
Find the department or service you need in the Services Center, such as ITSC, click to
enter the application

=] Services Center

All Services | Favorites Common processes |
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Information Technolegy Services Centre

WA LA SRR S 0, #ENTAER AL, $RBFEZM RS R iE
You can also enter the Workflow Center in the navigation bar- Services Center, and find the required
service application

o-owws—u jh}ﬂiéﬁ‘g Ak? Portal Services Center Cq

BELING NORMAL-HONG KONG BAPTIST UNIVERSITY

Workflow Center

o Workflow Center
To Do List

All Favorites

Processed

. My application

() MERBFR CGFESHLBID , mdiHRE

Fill in relevant information (marked with * is required) and click submit:

Workflow :Create - Unit Mail Account Application - Create

2
Unit Mail Account Application

® Applicant

Title Ur 2 Unit ITSC e
Name Sta Apply day 2021-05-30 15:55
@ Details

Email Account

Reasons

When the application is approved,it will usually be processed by ITSC in 3 working days.

Remark ITSC, Tel: 3620315(Direct) 8315(Internal)

(4) R UG BIF AR Le N it mi Bl #2450 P i, il
After submission, the approval flow chart can be viewed (approval list), click the confirm button to close
the page, eg:

Archiee
User_Apply Unit_Head_Approy 5 [TSC Comment = .
» i
e Py Test Accou ITSC staff Applicant
A
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(5) RACHIHE WA, b ffE th a2 e,
&% Portal Chttps:/portal.bnbu.edu.cn) J& Ff i o MEAF LA SCEE 32 T DUAT I 01 1 75 75 3R 5 1 o Atk
& CGRBRZEAZERLS)
An email will be received after submission, and you will also receive a reminder message on WeCom.
Click the relevant link to check the approval status. (After logging in to Portal
(https://portal.bnbu.edu.cn), you can click the link in your email to open the form, The form number will

be generated upon submission)

2.3 BEFHSRE View approval results

(1) RAZHIE TR, HSE M.
BRI, 2 BT IR AL AR S T BB AR .
Email notification and reminder message on WeCom will be sent to you in case application is approved
or rejected.

Process completion reminder: Unit Mail Account Application
-Ste 05-19 (Name :5ta _ J)

Created by: St =
Time: 2021-05-19 16:42:29

Details @ >

(2) R EAELE, EFTUE [REFER] R EIR R, BlfE B e HEiR.

If your application is rejected, you can find the form in [ To Do List] , modify the information and re-

submit.
i =
"g‘i%' E:!E?,Eﬁﬁéﬁﬁﬁi < Portal Services Center C
L.
To Do List
2.4 ZZIRF B Search eform
(D) fRATAAE [IRAIHIET , Bl SRR B
You can search your submitted form in [ My application]
H LAY P A ] fmath
e, ’w—’“”?ﬁc\'@h;’_iﬁ < Portal Services Center Un
! UNITED INTERNATIONAL COLLEGE
I _ Workflow Center
-
To Do List
|
1 Processed

: | My application
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(2) HBIFTENFRSE [(REE] BEFER
Search the required form and click [ Workflow Title] to view the details

All Not Archived Archived Unread Feedback Following
] Workflow Title Workflow Created On
= [return] Unit Mail Account Application-$ N = Unit Mail Account
J - 2021-05-19 16:39:44
_ 2021-05-19 (Name:Ste. .. _ ) Application
sJ
Ny = £ a5 HoHe
FE ARG B, WEH R H AR
In the workflow Chart, the approval status of the form could be viewed
Workflow :Process - Unit Mail Account Application - [
Workflow Form Process status Related resources
74 Intelligent Prediction [] Processed ["] Not Processed Current Node [] Node Skipped by Exception —» Passed Exit — Unprocessed Exit
Archive
User_Apply Unit_Head_Approy » .~ ITSC_Comment »
(e Test Accou.- ITSC staff Applicant
A
(3) #TEIZK H. Print the form
= N S L3 S
AR B AT DA Rl B N R BT, D Re s 5 BLAT BN R 5
If necessary, you can click to enter the form page and print the form
1
Forward E
®  Forward
Form No:  ITSC_01 20210519012 2 = Pdnti"g'mé
Unit Mail Account Application S FrEeses e
¥r  Favourite
@  Help
Applice Unit i N
Apply day 2021-05-19 16:42

(4) [FRAHTE] B AE H A s CIaR R
View the archived form in [ My Application]

2.5 Bl HiF Withdraw Application

() REFEE, HHOITIERA EF T HRE R, "7 [RIOFE] R21%RE,
The process could be withdrawed if the approver has not checked it. you can find the form in [My
Application]
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I _ Workflow Center

To Do List

Processed

My application

All Not Archived Archived Unread Feedback Following

] Workflow Title Workflow Created On

O [return] Unit Mail Account Application-S

2 - Unit Mail Account
2021-05-19 (Name:Ste. .. . t‘b Application

2021-05-19 16:39:44

i GREARE ] KRBT, RArAEERrsen i, md GEREMED 24
Click [ Workflow Title] , then Click the right mouse button and then select (Withdraw Application)

® Applicant

@ Forward
Title Unit Ma -06-02 |
- & Print ik
Name Ste B  Printing Log e 1

C/f’ Details

3. FHLEFHRAZ Submission on mobile terminal

(1) FHEER shim s 51 B AARE APP 55, mdnANTIEG

For mobile devices such as mobile phones, please login WeCom and select the workspace:

O &0 2 514

Messages Contacts Waorkspace Me

= O 3 <

RGNS L (R TRERG)

Then enter the Service center (electronic form system)
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15:41 © & Sl GD

Workspace )

m b

Onsite
service

13

Announce- ServicesCenter Venue &
ment Meeting Room

0 (2] (3)

() FEAE AR TIERGIR, HERPRTHIE,
Click Workflow Create, fill in the form and submit the application.

Workflow C...| Batch Submit Batch follow More

= 8] <

(3) & (MG BF DR TR ARIRS
Check the status of the submitted form in [ My Request]

14:58 © @ Cal @0

X My Request

My Request

Processed Matters Concerns

Type ~ | Enter process title X

Computer Desktop Application-St.. . ., _ . .-
05-21 (Name :Sim Wiy i)

Computer [ . Application

2021-05-2111:31:43
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The End.

Prepared by ITSC
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