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1. HAaRELTIER? What is Workflow System
Fd RS RO AR TR RS, R 7] DARE I Bt 5 32 5 195 Ik 55 o

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

2. HRiEHEAE Submission on PC
2.1 BF R4 Login system

P S ) W 2% (HEFF Chrome, Firefox) , 7 i) https://portal.uic.edu.cn
Open a browser (Chrome, Firefox recommended), visit https://portal.uic.edu.cn

E © English

UIC Authentication Service

uicstaff o o

Forget password?

SIGN IN
3
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(1) #A BNBU H1lK'5, eg. q012345678
Enter the BNBU account

(2) N T 2 A

Enter the password

(3) AirEx
Sign in

2.2 SR Fill in the form

(1) AT T
Enter the portal page

ﬁ Application

nnnnnnnnn

Archive Mai...

. Student Ma...

I Unbind Dkey Token

(1) S (2) tRIEA O NN
Navigation Quick entry Announcement
(4) BR 5l (5) TR (6) MAX
Services Center Toolbar Application Area

(2) TE RS A X Sk R B 75 Z A0 1 18R %5, i 1TSC- Rk N g
Find the department or service you need in the Services Center, such as ITSC, click to
enter the application

f=] Services Center

All Services |  Favorites Common processes |
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You can also enter the Workflow Center in the navigation bar- Services Center, and find the required
service application

Do RENBAERER
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Portal Services Center Cd

Workflow Center

o Workflow Center
To Do List

All Favorites

Processed

My application

() HEXRBER GRS , MR
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 D Unit ITSC_SeC
Name Sta Apply day 2021-05-30 15:55
C’/ Details
Email Account
Reasons *

Tk When the application is approved,it will usually be processed by ITSC in 3 working days.
' ITSC, Tel: 3620315(Direct) 8315(Internal)

(4) AT B BIFRAER L N b, s aihg 2 5% P i, 491 4
After submission, the approval flow chart can be viewed (approval list), click the confirm button to close
the page, eg:

Archive
User_Apply < Unit_Head_Appro: » ~ ITSC_Comment >
TJest Accou ITSC staff Applicant
A
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(5) A HIE G UL EIBRAR, EANLE R EE S,
%% Portal (https://portal.uic.edu.cn) & F o MR- BL A SCHERE vT DAFT I U &5 7 3 F i) HF LR
. CGREZEASAERES)
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 BEHALLE R View approval results

(1) RZHE TR, SR,
A HEA L, S BT IR AR NIRRT B s S R
Email notification and reminder message on WeCom will be sent to you in case application is approved
or rejected.

5-20 03:36:40pm

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

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

Details @ >

(2) WRHAEHAELE, EATCE [RMAFR] PR BIR R, BXUE S5 HHiAL.

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

submit.

-9:‘-'-- w < Portal Services Center C
To Do List
&
2.4 IR F B Search eform
(1) FRATBALE (R HIE]Y , &l CRAHR R

You can search your submitted form in [ My application]

.9"4. j‘t—ﬁggigﬁé@@#ﬁ < Portal Services Center Un

SEUNG NORUAL UNVERSITY: MONG KONG 8A9TIST UNNERSITY
')Io UNITED INTERNATIONAL COLLEGE
®

Workflow Center

To Do List

Processed
I My application
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(2) FBIFEMR R G (REbE] BEEFE

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

Not Archived

Archived

2021-05-19 (Name :Ste.. ...

] Workflow Title

Unread Feedback

[return] Unit Mail Account Application-S/

-]

Following

Workflow

Unit Mail Account

Application

Created On

2021-05-19 16:39:44

£ LA S R, FTEER R A O

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

(¢

Workflow Form

4] Intelligent Prediction

User_Apply

Sta " "N

[] Processed ["] Not Processed

\

Jest Accou..

Unit Head Approy  , “ITSC_Comment >
ITSC staff

Process status

Workflow :Process - Unit Mail Account Application -

Related resources

Current Node

A

o

["] Node Skipped by Exception

Archive

Applicant

—» Passed Exit — Unprocessed Exit

(3) FTENZ H Print the form
WIRTFE A DL S HE N R AT, DhRESE A BT IR

If necessary, you can click to enter the form page and print the form

Applice

Form No:

Unit Mail Account Application

Unit

Apply day

ITSC_01_20210519012

2021-05-19 16:42

1

- E

@  Forward

B  Printing Log
@  Process version|
T Favourite

@ Help

(4) [REHE] BT &F H A es 2 AR R R
View the archived form in [ My Application]

2.5 5] #3EF Withdraw Application

(1) RPHEE, HMGERA G B R vERE, AT7E CREHRE] B8,
The process could be withdrawed if the approver has not checked it. you can find the form in [My

Application]
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e pEmrnamEmyn
2¢

< Portal Services Center Un

To Do List

~ Processed

My application

All Not Archived Archived Unread Feedback Following

[l Workflow Title Workflow Created On

[return] Unit Mail Account Application-5- Unit Mail Account
2021-05-19 (Name:Ste. ... _ .3 Application

y

2021-05-19 16:39:44

s [REARE) FEANRLTUH, SAGEE R R, md GRHEMED %4
Click [Workflow Title] , then Click the right mouse button and then select (Withdraw Application)

® Applicant
@ Forward
Title Unit Ma — -06-02 &  print int
Name Ste B  Printing Log ROk 1
@ Details [OJTT ]

3. FHLEHAZ Submission on mobile terminal

(1) FHER SR &G EEMME APP 5%, mfiit NT/EE
For mobile devices such as mobile phones, please login WeCom and select the workspace:

@ 560 23 B8

Messages Contacts Workspace Me

G

= O <

RIGHEANRF L (TR RS

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

Workspace zo

. i

= Onsite
service

—
—
v—
— &

Announce- ServicesCenter Venue &
ment Meeting Room

(2) Rl ZE T AR, HERPRZHIE.

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

Workflow C...| Batch Submit Batch follow More

= @] <

(3) £ (M HiE] AF CHRARBIIRS
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.. . .. —._
05-21 (Name :Sim Wiy o)

Computer | . Application

2021-05-2111:31:43

The End.

Prepared by ITSC
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