How to add a payment order (document)

Users log in to the OLISS Web side, and click in turn to enter "Expense Management —
Payment Order" interface, click "Add", enter the payment order interface, click "Select Payee",
enter the Select Payee interface, which defaults to the service provider interface and can be
switched to supplier/Personal; select the payee as a service provider, when there are many
service providers, you can search for service providers by keyword or unfinished
payment/payment completed status; if the service provider cannot be found, you can "Add " to
add a service provider, check the target service provider, then click "Confirm" in the bottom
right corner to return to the payment order interface; click "Select Associated Documentation",
enter the Select Associated Documentation interface, check the target documentation as
needed from in-flight repair/shipyard repair/service order/other payables/selected orders, then
click "Next Step" to return to the payment order interface, on this interface, fill in the application
amount in the payment details (when the associated documentation has an invoiced amount,
the invoiced amount will be displayed), customize and modify the English-Chinese account
name as needed, fill in relevant information such as the bank of deposit (marked with * are
required fields/options), you can add remarks and upload attachments, after completing the
information, select according to the actual situation: click "Save" to continue editing the
payment order; click "Submit", after selecting the approval process, the documentation enters
the approval stage.

(This documentation uses the example of the payee being a "service provider" for introduction)

Payment Order
2. Click "Add"

Expense Type Configuration umulafive Application Amount
PaymentNo Payer urrenc

eeeeeeeeeeeee Expense Type ~ Total Amount of Applicati Total Approval Amount  Submit Date Curent Node  Operation

1 FK-25070702 CNY Shore-based IISEFERAAARIEE EfERIR 33300 Edit

2 FK25070701 CNY Shore-based
& " |+ 1. Click in turn to enter "Payment Order" interface

3 FK-25070402 CNY Shore-based

333.00 Edit

333.00 Edit

4 FK-25070202 CNY Shore-based 333.00 Edit

5 FK-25060501 CNY LINK OCEAN 1 0.00 Edit

Budget Management
6 FK-25060302 CNY LINK QCEAN 1 64.00 Edit

@ Voyage Number

7 FK-25053002 CNY LINK QCEAN 1 0.00 Edit

Management



¢~ Payment Order

Payment No.:

PaymentName 3 (Click "Select Payee"
Please enter t

Payee

Please enter

Payment Content ~

No. Vessel =

Total:

Expense Type *

DOC Maker

Bank Account Name

Please enter

SWIFT Code

Please enter

Detail Content

Payer

Shanghai Ocean Link Technology Co., Ltd.

Bank Name

Please enter

Bank Address

Please enter

Appl Amount *

Add Payment Details

Select Payee

Which defaults to the service provider interface and can be switched to supplier/ personal

4. When there are many service providers, you can search for service providers by keyword or
unfinished payment/ payment completed status

Currency

CNY

Bank Account

Please enter

Attachment

Operation

Unfinished Payment

A Keywords Searching
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PR 2 i AR E
J/I\Emﬁﬁqﬂﬂﬁn EHR Jiangyin City Maintenance service FEE ope™™ @csschx.com (+86) 13508 Edit
PN
s ean N .
%“*giﬁa“% AL fha’“’"a‘ Cit Other s Y @fxew com (+86) 1356790 Edit
TEEEESERAT ?ha”gha‘ cr Other s 21450@qq com (+86) 13567732 Edit
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gé Egé»@ﬁuﬂﬂaﬁ% shgi?ygﬂagan Other E) gan==@live com (+86) 133018 Edit
Agency Service Mainte
55888 nance service Inspecti. 5 279" 4@qq.com (+86) 182602 Edit
on Service
o B TR i
j‘%‘ﬁ TRAEPREIR Maintenance service TEE cr**g@oceanlinktech.cn (+86) 151525 Edit
PN
Maintenance service In
FHE g S -
bz epectian Service Oher % i 879" 1@qq.com Edit
s mirany ”
fgl«ymaﬂEE‘_-}E[ﬁ Inspection Service ®EE BEEIE S 1814"2@qq.com (+86) 1592==2T7 Edit
PN
Agency Service Mainte
FEBERAA nance service Inspecti = (+86) 158541 Edit
on Service,Other
Agency Service Mainte
testiiRIREEIRLS) nance service Inspecti 4= 81061*@qgg.com (+86) 136242 Edit
on Service,Other
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5. Check the target service provider, then click "Confirm” Cancel
£~ Payment Order
Payment No.: FK-25071402
Payment Name DOC Maker Payer Currency *
Please enter Fléris Please enter CnNY v
Payee * Bank Account Name Bank Name Bank Account
55888 E5888 Please enter Please enter
SWIFT Code Bank Address
Piease enter Flease enter

Payment Content

No. Vessel * Expense Type *

Total:

Detail Content

6. Click "Select Associated Documents”

Appl Amount

Add Payment Details

Attachment

Operation



Select Associated Documents 0
Voyage Repair  YardRepair  Service Order [EOIIICEVSN  Solocted Orders(1) |

No.

ONY v | Please select a time range/!| | Account Payable Name a Resel
Account Payable Name

Amount of Accounts Payable Paid

‘Occurrence Date Remarks Attachment

Select
PIEfERAIER 2024-12-04

0.00

333.00

1Total 10TotalPage v

6. Check the target documentation as needed from Voyage repair/ Yard Repair/ Service order / Other Payables / Selected Orders, then click "Next Step” «—

& Payment Order

8. Fill in the application amoint in the payment details, customize and modify the English- Chinese account name as needed, fill in relevantinformation
Payment No.: FK-25063001

such as the bank of deposit( marked with * are required fields / options), you can add remarks and upload attachments
Payment Name DOC Maker Payer Currency *
Please enter ik Henry Please enter CNY v
Payee ° Bank Account Name Bank Name Bank Account
B TR EERAT EHERET AR Pleass enter Please enter
SWIFT Code Bank Address
Please enter
Payment Content *
No. Vessel Expense Type * Detail Content Appl.Amount * Attachment Operation
-
1 HH-NO.1 v RlEsiTe ~ 1000 CNY
2
When the associated documentation has an invoiced amount, the invoiced amount will be displayed
2 HH-NO.1 v EhEfHIE o 402 Check DOC(1)
CNY: 402.00
0/255
Total 1,402.00 @
Add Payment Details focus
Remarks
Please enter

9. After completing the information, select according to the actual situation: click "Save" or "Submit" «— Cancel

Note:

After the payment order is submitted, you can query the approval progress of the
documentation by selecting the status in the filter bar on the payment order interface; You
can also view the approver of the current node in the "Current Node" column.

Next step:

After the payment form is submitted, the documentation will be transferred to the
approver's workbench for approval according to the approval process node.



(Note: If "No approval process" is selected when the documentation is submitted, the
documentation will immediately become "Completed" after this process is selected.)



