How to add an approval process (document)

After logging in to the OLISS Web side, users should click on Workflow and enter the specific
function name into the search box for a search (this document uses Purchase Application as an
example). Clicking on the + icon next to the function name will lead to the new process interface.
Fill in the necessary information as required (fields marked with * are mandatory), and finally
click Confirm to complete the process.

This document uses Purchase Application as an example.

1. Click “Workflow” ;

2. Search for the specific function name in the search bar;

3. Click the + on the right side of the function name;

4. Fillinthe relevant information as needed (fields marked with * are required);

5. ” Click "Confrim"
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2. Search for the specific function name in the search bar
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Basic Data



Add Purchase Application Process

Workflow Name *

Priority Level =

Please enter

Applicable Vessel © D SelectAll

Remarks

Please enter

1

Applicable Dept. *

£ Engine Dept. Deck Dept. Other Dept

Applicable Item Type *

Spare Parts Marine Stores il Chart

Warning days can be set, default is 15 days 07500

Operation

Operation

+

Click to insert a step after this step

@ Workflow: Approval [ Ifthe former approver and the latter approver are the same, the latter approval node will be automatically skipped The reasan for modification is required when modifyingfthe applied quantity.
Procedure Approver * Node Name Whether purchase items can be... | Editable Or Not * Waming Days *
1 Please Select v Please enter No v Yes v |l 15
CC Object . + .
Can set whether the documentation content can be edited
CC Role * CC Setting *

4. Fill in the relevant information as needed ( with * required)

5. Click 'Cofnfirm"
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