
How to execute regular operation record 

Shore-based(leader) personnel need to set the upload cycle and warning days of operation 
records first. When the warning days are reached, the operation record warning task will appear 
on the workbench of the corresponding processor, and at the same time, the saved and rejected 
operation records will also appear on the workbench. 
 
Users can log in to the website of OLSaaS, and operate in "Workbench → Waiting Task → 
Operation Record(Warning)" interface according to the following steps 1-5: 

 

  



The following is the execution steps for the "To Be Uploaded"  record. 

 
 
  



The following is the execution steps for the "To Be Submitted"  record(Generally, it is a "Saved" 
operation record). 

 
 
  



The following is the execution steps for the "Failed" record. 



 
Note: If it is an overdue regular operation record, click "Workbench → Waiting Task → Overdue 
→ Operation Record(Overdue)" to operate! 
 
Next Step： 
After the execution of the operation record, according to the operation record settings(if there 
are any acceptance steps), the documents will be transferred to the acceptor's workbench. 


