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1. FARTAER? What is Workflow?
B RSO TAERBE TRR RS , VRA] LAKE R #5641k i .

Through the “workflow”, user can approve applications anytime and anywhere.

2. HvE B HE Approvals on PC

2.1 —XFH General approval

(1) e b E W R B SR .

Approvers will receive an email,
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please click the link to approve.

Dear Approver:

An e-Form application has been submitted for your approval. Please find details below:

Name of Applicant:

Application Type: | ((L dress Application-@Zl-C 1)) |, Please click it to process the application.

Instance Number: ITSC 04 20210¢

(2) R B R IR S X NI,

Please click the link, log in to the intranet portal,

|

© English

UIC Authentication Service

Enter one user name

[ Please enter the user password

Forget password?

AR, EAE (RS E]T B

In Portal page click Tasks to approve:
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click the workflow Title Open the form to approve.

All All (2)
¥ ITSC 2/ (] Workflow Title
Unit Mail Account Application 2/ /
(] Unit Mail Account Application--2021-05-30e |
(] Unit Mail Account Application--2021-05-30s

Workflow :Process - Computer Desktop Application -
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Services Center

Applications

Created By

EE N R

Workflow Form Workflow Chart Process status Related resources

Form No:  ITSC.

Computer Desktop Application

® Applicant
. Computer Desktof .
Title 01-2021-05-21 Unit 20
Name Test Account Apply day 2021-05-21 11:38
(/’ ) Details
Start Date 2021-05-24 11:38 End Date 2021-05-30 11:38
Reasons $0..05

R [ R B E 4

Click Approve or Reject button:

Approve
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If you reject the application, please enter the reason in the comment field:

Comments

&

CVER: WA S S A TN BNBU ANER{E AR,
Note: If you need to receive the message and approval on Wecom, you must
join in the BNBU Wecom organization.

Reference: https://itsc.uic. edu. cn
User Guide - Wecom
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if you had active Wecom , your Wecom will get remind message

ServicesCenter

Flow arrival: Unit Mai...

s A R A E AL

Please click to check for more detail

Q Search +  ServicesCenter

ServicesCenter

= Flow arrival: Unit Mai.. Just now Yesterday 11:25

[l Procedures are forwarded to you: FEEESE
2021-05-29
Created by:
. Time: 2021-05-29 11:20:28 /

Details > |

L 1. W
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If you do not approve immediately after viewing the application form, you can
enter the Wecom — WorkSpace - ServicesCenter to find the form for approval
later on.

Q Search Application -+ ServicesCenter

MEREER

Pending Matters All matters Processed Matters

n Announcement

Type ~ |

ServicesCenter Application for Meeting Room L — )21-05-29

nnlication far Mastina Banm 1ea
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(Or log in to the portal and click To Do List to find the form for approval
later on
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Portal Services Center

Workflow Center

o To Do List
To Do List

‘ All Processed

(4) st  HE 2 O R SR Al ol 5 7 JE PR T

After approval, the applicant will receive an email and Wecom message reminder

2. 2R N B it Authorized representative approval

BN T BL B AT i EACE E HEA

The approver may appoint a proxy approver by itself

BET R B ERAMIT, DIRGH0Y - &d- ReRE

Log in to the portal on the PC: Services Center—Advanced— Services Proxy

-

SELING WO UNTVEESITY YK E0KG BSTIST LATVERSTY
!o UNITED INTERNATIONAL COLLEGE

Portal Services Center Contact Servi

Workflow Center

o To Do List
To Do List

All Processed Forwarded (0) Rejected
¥ ECDO My application
Application for Meeting Roo.. ting Room Use-Evan Tiejun
Visitors

Meeting Room Booking >

Advanced | > Services Query
Batch Print

HraEfCH New Proxy
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@ New Proxy X

Basic Info

Principal : Star Xing LAN

Proxy : *

e Start Date ,Time : o

€]
End_Day ,Time : ) @

Proxy process creat...

eproxy process to d... . Agent pending : p
*

Range of proxy Pro... Choose v

Save As Template More

(1) Proxy : & FACHE N Choose an representative
ey DBCRE Y Bbs, FTFRE D, S a MR HE R E REA
Please click the icon to open the search window and search for the agent you
want to set by name

e Human resources

Recent Same Department My Team BU Comm: > Q [Siti S
Da ant
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Ad Internati o
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Do not set the start and end date means it will always take effect

(3) BRIN A ik, A AALHHT R

Default ticked, the representative handles the new process

(4) AR, o b IEAE S A7 o HE IR

Authorized the representative to approve the process for the pending process

(5) AT LAZIRAE 28, B ANRFERAUREE N, BI04t 1TSC 285 ) BT H s B2 4
The representative can be classified by process, or for a single process, for
example, to authorize all application forms of ITSC:
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e Workflow X

By List By Type

Advanc...

b [ system default workflow

»@irsc €

» [ EcDO

Clear Cancel

(6) 284 FEBT TS EMO V525 HITd, AR 51 AA AR H Ik
For example: The director of one department authorizes Staff AA to approve EMO
“Application for foreign visitors”

¥ & EMO

Application for foreign visitors

3. FY s HEHE Mobile terminal approval

(1) FHERE B e 4%, @ I E APP B 5%, EHFTIER
For mobile devices such as mobile phones, please log in Wecom and select the
workspace:

O : T
goo as
Messages Contacts Workspace Me

_ v
= @) <

(2) FEMR ST Ly, KBy o HE AR AT AL 2

In Services Center “Pending Matters”, find the form to be approved

Page 7 of 8



Qiﬁ, PNy Ty
T mERBAAS

15:41 © @ Sl

Workspace “o

m §
| Onsite
service

v
D E

Announce- ServicesCenter Venue &
ment Meeting Room

X Pending Matt

Pending Matters All matters Processed Matte

Type ¥ | O Enterms title Y

Application foi
2021-05-29
Applic N i | 3

Evan Ti 021-05-29 13:06:38
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The End.

Prepared by ITSC



