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1. HARELTAER? What is Workflow System
B MRS H O TARR RS, VRAT LABE IR Fif 3 5 28 5 FRiE IR 55

=[]

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

anywhere.

2. HRiRHRAE Submission on PC
2.1 BF R4 Login system

FEL A 8 o 0 W B (4 Chrome, Firefox) , /711 https:/portal.uic.edu.cn

Open a browser (Chrome, Firefox recommended), visit https://portal.uic.edu.cn

©® English

UIC Authentication Service

uicstaff o ]

Forget password?

SIGN IN
3
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(1) Hi X\ BNBU H 7K 5
Enter the BNBU account

(2) N TR A
Enter the password

(3) miliErx
Signin

2.2 FEERHE Fill in the form
(1) BEATT I
Enter the portal page

nnoucemen m Moot 7 i [———

Mail System Contact List Survey

?@III

Classroom .. Equipment ...

Exam Timet...  Events Cale... Archive Mail Publicatior

FETN H EHE W ..
Favorites | Common processes 1Tsc MPRO ECDO | HRO Ic
(1) S (2) BEANDO N =)
Navigation Quick entry Announcement
(4) B 5l (5) THR#E (6) MAX
Services Center Toolbar Application Area

(2) TE RS O X IR B T ZE AR 18U S, Blin 1TSC- M HE
Find the department or service you need in the Services Center, such as

ITSC, click to enter the application
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All Services |  Favorites Common processes | MPRO ECDO

Unit Mail Account Computer Desktop

WA AZE A - IR ST oty BEANTTARR G, $R3HE R RS b
You can also enter the Workflow Center in the navigation bar- Services Center, and find the

required service application

Ole s BaEEE R

o o LS MG LVVEESIT Y - 0MSS KOG BARTIST LATVERBTY
! UNITED INTERNATIONAL COLLEGE

Portal Services Center Cd

Workflow Center

0 Workflow Center
To Do List

All Favorites

Processed

My application

Q) HEERRER CGFESMHLED , HHRK
Fill in relevant information (marked with * is required) and click submit:

Workflow :Create - Unit Mail Account Application - Create

Waorkflow Chart Process status ‘Submit m

Unit Mail Account Application
® Applicant

Title Ur D Unit ITSC_SeC

Name Sta Apply day 2021-05-30 15:55

C’/ Details

Email Account

Reasons

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

il ITSC, Tel: 3620315(Direct) 8315(Internal)
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(4) IR P AR B F SRl ee N kit b g 42 e P DI, 3
After submission, the approval flow chart can be viewed (approval list), click the confirm

button to close the page, eg:

Archive
Unit_Head_Appro
> 1 + A 1

(5) T HIIE fa U RIERAEE, eGSR EE B,
%% Portal Chttps://portal.uic.edu.cn) Ji& B &5 B4 LG SCEE 8 v DL FF T &5 R 1
HHURS . (RBERTEASERHRT)

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.uic.edu.cn), you can click the link in your email to open the form, The form

number will be generated upon submission)

2.3 BEHEMEL R View approval results
(1) IR HIETER, TSR,
L HTEAEEE LS, 2 BT BRI A AU T B E 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 :Sta B )

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

Details @

(2) R AR, AT LME [IEIAFIA ] Rk BIR A, B0UE B s AL,
If your application is rejected, you can find the form in [ To Do List] , modify the information
and re-submit.
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Workflow Center
To Do List

2.4 TR F B Search eform
(1) RATCAE LR HRIEY , iR ME R

You can search your submitted form in [ My application]

Ole smemaERER

UNITED INTERNATIONAL COLLEGE
. _ Workflow Center

To Do List

Portal Services Center Un

Processed

My application

(2) LENFHER P G d (R BE5E L

Search the required form and click [Workflow Title] to view the details

1A B R %

Infarmation Tachnoingy Services Certra

All Not Archived Archived Unread Feedback Following
O Workflow Title Workflow Created On
[return] Unit Mail Account Application-S* Unit Mail Account
O - 2021-05-19 16:39:44
2021-05-19 (Name :5t: = ,,,{]_J Application

FE AR B K, WTEBERBAHACRS:

In the workflow Chart, the approval status of the form could be viewed

Workflow :Process - Unit Mail Account Application - o

Workflow Form Process status Related resources

£ Intelligent Prediction [[] Processed ["] Not Processed

AN N T o
y N\ vz \\
User_Apply e \} / Archive )
B <\|Tsc,ccmmen S [ ®)
o\
Sta et \\\TSCstaff// . Applicant ~ /
A N P
| 4 -

| |

Current Node (] Node Skipped by Exception ~ —» Passed Exit ) Unprocessed Exit
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(3) #TEPZR H: Print the form
U RS EE AT LR AR AU, D RES R AT B R A
If necessary, you can click to enter the form page and print the form
B
@  Forward

Form No:  ITSC_01_20210519012

B  Printing Log
Unit Mail Account Application g Frocess verskon

¥r Favourite

@  Help

Applice Unit |

Apply day 2021-05-19 16:42

(4) [ERMHPIF] B r]AF St wss O R H
View the archived form in [ My Application]

2.5 #E HiE Withdraw Application
(1) REHEfE, FHATFERA S HAE RV, v (IR RIE] 2R E,

The process could be withdrawed if the approver has not checked it. you can find the form in
[My Application]

Ole prmimammen

e —————
| UNITED INTERNATIONAL COLLEGE
L]

Portal Services Center Un

Workflow Center

“ . ToDo List

Processed

My application

All Mot Archived Archived Unread Feedback Following
[l Workflow Title Workflow Created On
. [return] Unit Mail Account Application-S- I- Unit Mail Account
(Il - . 2021-05-19 16:39:.44
2021-05-19 (Name :Sti ,,,{]_J Application

sl [RHFFE] BENRAT, BAAGEE R, fd GERFMLED 4
Click [Workflow Title] ,then the right mouse button and then select (Withdraw Application)
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3. FHLEFRAZ Submission on mobile terminal
(1) FHLER shim & & iF BT E APP &5, miiiEANTIES

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

O 5 as 518
doo (1]
Messages Contacts Workspace Me

= (@] 9 <

RIEHEANIRS 0 (R TFRBERSD)

Then enter the Service center (electronic form system)

15:41 © @ Sl

Workspace

O

Announce- ServicesCenter Venue &
ment Meeting Room

(2) Al ZE NN LAERGIR, HERBIEAHIE.

Click Workflow Create, fill in the form and submit the application.

Workflow C...| Batch Submit Batch follow More

= 0 <

(3) £ [FHHE] &F DR RRRPIRE
Check the status of the submitted form in [ My Request]

14:58 © @ Sl

X My Request

Processed Matters Concerns

Type ~ | Enter process title

Computer Desktop Application-St. o _ e,
05-21 (Name :Sim g il )
Computer [ Application

2021-05-2111:31:43

The End.
Prepared by ITSC
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