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1. Introduction 
Enterprise Content Management ×úÂßòÓÚóÃ÷ĈÚÛÚ Software Alfresco Ì÷ćÈÿÜĆÚäñÛÛÉòÕÂóäÿîÂëóäĀæñ Workflow Øöćâö

ÂóäĂË­ÈóÚĂÚîÈÅ°ÂäÖ¬óÈ ą ØòćèāæÂ Ì÷ćÈäèâÌ÷ćÈÂóäßòÓÚóÖ¬îãîÕÉóÂ Enterprise Solution ÚòĈÚ ĂÚĀÈ¬ÃîÈÝú­ĂË­ÈóÚ ÚîÂÉóÂÉñăÕ­ĂË­
ÈóÚĂÚë¬èÚÃîÈ E-Form Ö¬óÈą Āæ­è Ýú­ĂË­ÈóÚãòÈëóâóä×ØöćÉñĂË­ÈóÚ Feature îøćÚ ą ØöćâöâóÂòÛ Alfresco îöÂÕ­èã ĀæñÚîÂÉóÂÚöĈ 
Alfresco ×úÂîîÂĀÛÛâóÿßøćîĂì­äîÈäòÛÂòÛÜäõâóÔÝú­ĂË­ÈóÚĀæñÜäõâóÔÃ­îâúæØöćâìóéóæîöÂÕ­èã ÕòÈÚòĈÚÝú­ĂË­ëóâóä×âòćÚĂÉăÕ­è¬ó 
äñÛÛØöćĂË­ÈóÚîãú¬âöÿë×öãäáóßĀæñßä­îâĂË­ÈóÚÖæîÕÿèæó 

ÂóäĂË­ÈóÚ Enterprise Content Management ëóâóä×ĂË­ÈóÚÝ¬óÚØóÈ Web Browser āÕãëóâóä×ĂË­ÈóÚăÕ­ÕöÛÚ 
Google Chrome āÕãìæòÂÂóäÃîÈäñÛÛð ÉñÿÜĆÚÂóäÛòÚØ÷ÂÃ­îâúæÝ¬óÚäñÛÛÿßøćî Request Āæñ Start Workflow ăÜãòÈÛùÅÅæØöć
ÿÂöćãèÃ­îÈ ÿßøćîÕČóÿÚõÚÂóäèõÿÅäóñì°ĀæñîÚùâòÖõÃ­îâúæĂÚĀÖ¬æñÃòĈÚÖóâ Workflow ØöćăÕ­ÂČóìÚÕăè­ÉÚÂäñØòĈÈÉÛÂäñÛèÚÂóä 

ĂÚÅú¬âøîÉñÜäñÂîÛÕ­èã Workflow Āæñ E-Form ØòĈÈìâÕ 4 ĀÛÛàîä°â ÕòÈÚöĈ 
1. ĀÛÛàîä°âÃîĂË­ÛäõÂóä Messenger 
2. ĀÛÛàîä°âÃîĂË­ÛäõÂóäë¬ÈÿîÂëóäăÜäêÔöã° 
3. ĀÛÛàîä°âÛòÚØ÷ÂáóãĂÚ 
4. ĀÛÛàîä°âÃîĂË­ÛäõÂóäÕ­óÚÂÏìâóã 
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2. ÂóäÿÃ­óĂË­ÈóÚĀæñäóãæñÿîöãÕìÚ­óÉî 
2.1 ÂóäÿÃ­óĂË­ÈóÚäñÛÛ 

ÂóäĂË­ÈóÚëóâóä×ĂË­ÈóÚÝ¬óÚØóÈ Web Browser 
 
1. ØČóÂóäÅæõÂØöć Icon Google Chrome               ÿßøćîÿÜõÕ Browser 
2. Øöć Address bar ØČóÂóäßõâß° ecm.nxpo.or.th ÿßøćîÿÃ­óëú¬ìÚ­óÉî Login 

 
 

3. ØČóÂóäÂäîÂ User Āæñ Password ĀæñÅæõÂÜù¬â Login ÿßøćîÿÃ­óëú¬äñÛÛ (āÕã User Name Āæñ Password Éñ
ÿìâøîÚÂòÛÂóä Login ÿÃ­ó Windows) 
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4. ìæòÈÉóÂØöć Login ÿÃ­óëú¬äñÛÛÿäöãÛä­îãĀæ­è ÉñÿÃ­óëú¬ìÚ­ó Dashboard ÿÜĆÚë¬èÚÿÜäöãÛÿëâøîÚāÖ®ñØČóÈóÚÃîÈ 
User ĀÖ¬æñÅÚ 

 
 

5. ØöćìÚ­ó Dashboard ÅæõÂØöćÿâÚú Application -> ÅæõÂÿæøîÂÿâÚú E-Form Ö¬óÈą ØöćÖ­îÈÂóä ÿßøćîÿÃ­óëú¬ìÚ­óÉîìæòÂ
ÃîÈĀÖ¬æñ E-Form 
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2.2 äóãæñÿîöãÕìæòÂÛÚìÚ­óÉî 
ÿâøćîØČóÂóäÅæõÂÿæøîÂÿâÚúĀæ­è ÉñÿÃ­óëú¬ìÚ­óÉîìæòÂÃîÈĀÖ¬æñ E-Form āÕãìÚ­óÉîìæòÂÃîÈØùÂ E-Form Éñâö

äóãæñÿîöãÕÂóäØČóÈóÚ ÕòÈÚöĈ 

 
 

1. ë¬èÚÃîÈÂóäÅ­ÚìóÃ­îâúæ ÿäóëóâóä×Å­ÚìóÃ­îâúæăÕ­ÖóâÿÈøćîÚăÃØöćÿæøîÂĀæñÅæõÂÜù¬â  ÿßøćîÅ­Úìó āÕã
ëóâóä×Å­ÚìóÃ­îâúæăÕ­ÕòÈÚöĈ 

 
Á Workflow Status ëČóìäòÛÅ­ÚìóÃ­îâúæÖóâë×óÚñÃîÈ Workflow ÜäñÂîÛÕ­èã Status ÕòÈÚöĈ 

 

- ÜõÕÈóÚ (C) : Ã­îâúæăÕ­äòÛÂóäîÚùâòÖõÉÚÅäÛ Workflow 
- Draft (D) : Ã­îâúæØöćãòÈăâ¬ăÕ­ØČóÂóä Start Workflow 
- äîÂóäîÚùâòÖõ (W): Ã­îâúæØöćäî Approval ØČóÂóäÖäèÉëîÛ 
- ãÂÿæõÂ (X) : Ã­îâúæØöć Requester ØČóÂóäãÂÿæõÂ 

 
Á ëČóìäòÛÅ­ÚìóÃ­îâúæÖóâèòÚØöć Request āÕãëóâóä×äñÛùÃ­îâúæÿÜĆÚË¬èÈèòÚØöćăÕ­ 

 
 

Á Free Text Search ëČóìäòÛÅ­ÚìóÃ­îâúæÉóÂÅČóØöćäñÛù (āÕãÉñëóâóä× Search ăÕ­ÿÊßóñÅČóØöćĀëÕÈÛÚìÚ­ó 
Main ÿØ¬óÚòĈÚ) 

 
 

2. ë¬èÚÃîÈìÚ­óÉîĀëÕÈÃ­îâúæ âöäóãæñÿîöãÕ ÕòÈÚöĈ 
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¶ ë¬èÚÃîÈ Icon ØöćĂË­ĂÚÂóäØČóÈóÚ âöäóãæñÿîöãÕÕòÈÚöĈ 

No. Icon Description 

1.  
ĀÂ­ăÃÃ­îâúæ āÜäĀÂäâĀëÕÈ Icon ÚöĈÿÊßóñÃ­îâúæØöćÿÜĆÚ Draft ÿØ¬óÚòĈÚ  
ĂË­ëČóìäòÛÿÃ­óëú¬ìÚ­óÉîĀÂ­ăÃÃ­îâúæ Draft 

2.  

æÛÃ­îâúæ āÜäĀÂäâĀëÕÈ Icon ÚöĈÿÊßóñÃ­îâúæØöćÿÜĆÚ Draft ÿØ¬óÚòĈÚ 
ëČóìäòÛæÛÃ­îâúæØöćîãú¬ÿÜĆÚ Draft āÕãäñÛÛÉñØČóÂóä æÛÃ­îâúæØòĈÈìâÕäèâ×÷ÈÿîÂëóäĀÚÛ  
ĂÚÂäÔöØöćØČóÂóäæÛÃ­îâúæĀæ­èÉñăâ¬ëóâóä×ÚČóÃ­îâúæÂæòÛâóăÕ­ 

3.  
āàæÿÕîä°ÿÂĆÛÿîÂëóä ëČóìäòÛÿÃ­óăÜãòÈāàæÿÕîä°ØöćÉòÕÿÂĆÛÿîÂëóä āÕãäñÛÛÉñØČóÂóä Auto 
ëä­óÈāàæÿÕîä°ĂÚÂóäÉòÕÿÂĆÛÿîÂëóäĂì­îòÖāÚâòÖõ 

4.  
ÕúÿîÂëóä āÜäĀÂäâĀëÕÈ Icon ÚöĈÿÊßóñÃ­îâúæØöćâöÂóä Start Workflow Āæ­è 
ĂË­ëČóìäòÛÿäöãÂÕúÃ­îâúæ Report E-Form ØöćäñÛÛØČóÂóä Generate ĂÚäúÜĀÛÛ PDF 

5.  

Diagram āÜäĀÂäâĀëÕÈ Icon ÚöĈÿÊßóñÃ­îâúæØöćâöÂóä Start Workflow Āæ­è ĀæñãòÈăâ¬ÉÛ 
Workflow 
ĂË­ëČóìäòÛÿäöãÂÕúÃ­îâúæ Workflow ĂÚäúÜĀÛÛÃîÈ Diagram 

6.  
Copy ÿÜĆÚ Icon ĂË­ëČóìäòÛ Copy Ã­îâúæÃîÈ Form ÿßøćîëä­óÈ Form Ăìâ¬ (äñÛÛÉñĀëÕÈ 
Icon ÚöĈÿÊßóñÛóÈ E-Form) 

 

¶ ë¬èÚÃîÈ Column ĀëÕÈÃ­îâúæ äñÛÛÉñĀëÕÈÃ­îâúæĀÖÂÖ¬óÈÂòÚĂÚĀÖ¬æñ E-Form 

¶ Requested : èòÚØöćëä­óÈÿîÂëóä 

¶ Request By : User ØöćØČóÂóäëä­óÈÿîÂëóä 

¶ Due Date : ĀëÕÈèòÚØöćÂČóìÚÕëõĈÚëùÕÃîÈ Workflow ÚòĈÚą ßä­îâØòĈÈĀëÕÈëöë×óÚñĂì­ØäóÛ (āÕãÿäõćâ
ÚòÛÉóÂèòÚØöć Start Workflow) āÕãÂČóìÚÕÅ¬óëö ÕòÈÚöĈ 

o ҌҺҖҙҷӆ 1 Ҭҷ Banner Background ҉ҴқӂңӤҾ҃Ҷқ Due 

o ҌҺҖҙҷӆ 2 Ҭҷ Banner Background ҉ҴқӂңӤңҷ Due 
o ҌҺҖҙҷӆ 3 Ҭҷ Banner Background ҉ҴқҾ҃Ҷқ Due  

o ҌҺҖҙҷӆ 4 Ҭҷ Banner Background ҉ҴқҙҷӆҊҜҿҧӥҩ ҉ҴқӂңӤҾ҃Ҷқ Due  
o ҌҺҖҙҷӆ 5 Ҭҷ Banner Background ҉ҴқҙҷӆҊҜҿҧӥҩ ҉ҴқҾ҃Ҷқ Due 



User Manaual  

 

Copyright©2023 Bgear Co.,Ltd. All Rights Reserve             Page 8 of 33 

¶ Status : ë×óÚñÂóäÕČóÿÚõÚÈóÚÃîÈÿîÂëóä, ÜäñèòÖõÂóäîÚùâòÖõÿîÂëóä āÕãĀÖ¬æñ Status âö
äóãæñÿîöãÕÕòÈÚöĈ 

Icon Description 

 Ā×ÛëöÿÃöãè Completed ĀëÕÈÃ­îâúæÿîÂëóäØöćăÕ­äòÛ Review ìäøî Approve ÉÚÉÛ Workflow Āæ­è 

 
Ā×ÛëöÿØó Draft ĀëÕÈÃ­îâúæÿîÂëóäÃîÈÖÚÿîÈ ØöćØČóÂóä Save Draft ăè­ 

 
Ā×ÛëöĀÕÈ Rejected ĀëÕÈÃ­îâúæÿîÂëóäØöć Approval ØČóÂóä Reject 

 
Ā×ÛëöÿìæøîÈ Wait for Approval ĀëÕÈÃ­îâúæÿîÂëóäØöćäîÂóäîÚùâòÖõ 

 Ā×ÛëöÕČó Cancelled ĀëÕÈÃ­îâúæÿîÂëóäØöć×úÂãÂÿæõÂāÕã Requester 
History ĀëÕÈÜäñèòÖõÂóäîÚùâòÖõÿîÂëóä ÜäñÂîÛÕ­èã 

Á Information ĀëÕÈÃ­îâúæ Target Date Āæñ Completed Date 

Á Current Tasks ĀëÕÈÃ­îâúæØöćäîÝú­îÚùâòÖõ Task ÈóÚÜòÉÉùÛòÚ ĂÚÂäÔöØöćâöëòÎæòÂêÔ°  Õ­óÚìæòÈËøćî User 
ìâóã×÷È Ýú­îÚùâòÖõ User ÚòĈÚăÕ­ØČóÂóäî¬óÚÿîÂëóäĀæ­è 

Á History ĀëÕÈÃ­îâúæÜäñèòÖõØöćîÚùâòÖõÿîÂëóäâóĀæ­èØòĈÈìâÕ 
Á Detail ĀëÕÈäóãæñÿîöãÕÃîÈ Task ÜòÉÉùÛòÚÿßõćâÿÖõâ 

 

3. Ā×ÛĀëÕÈìÚ­óĀæñÉČóÚèÚÃ­îâúæØòĈÈìâÕ 
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3. Âóä New Request/Re-Submit/Cancel āÕã Requester 
3.1 Âóä Request ĀÛÛàîä°âÃîĂË­ÛäõÂóä Messenger 

 
 

ÿÜĆÚÃòĈÚÖîÚÃîÈ Requester ëČóìäòÛÂóäÛòÚØ÷ÂÃ­îâúæĂÚäñÛÛ ÿßøćîØČóÂóä Request Āæñÿâøćî Start Workflow äñÛÛ
ÉñØČóÂóäë¬ÈÃ­îâúæăÜãòÈ Group Admin ØöćÿÂöćãèÃ­îÈ 

1. ØČóÂóäÅæõÂØöćÿâÚú Application -> ÿæøîÂ ÃîĂË­ÛäõÂóä Messenger ÿâøćîÿÃ­óëú¬ìÚ­óÉîìæòÂ ÅæõÂØöćÜù¬â 

 ÿßøćîÿÃ­óëú¬ìÚ­óÉî Create 

 
 

2. Øöć Tab ĀäÂ (Header)  äñÛÛÉñĀëÕÈÃ­îâúæĂì­îòÖāÚâòÖõ 
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3. ÅæõÂØöć Tab äóãæñÿîöãÕ ĀæñØČóÂóäÂäîÂÃ­îâúæ āÕãÃ­îâúæØöćâöÿÅäøćîÈìâóã * ì­óâÿÜĆÚÅ¬óè¬óÈ 

 

 
 

4. Requester ëóâóä× Upload File ÿßõćâÿÖõâăÕ­āÕãÂóäÅæõÂØöć Tab Upload & Assignment 

 
 

5. ÅæõÂÜù¬â  ÿßøćîÿæøîÂ File ØöćÖ­îÈÂóä ĀæñÅæõÂÜù¬â  ÿßøćî Upload File 

 
 

6. Requester ëóâóä×æÛ File ìäøîĀÂ­ăÃ Description ăÕ­āÕãÂóäÅæõÂØöćÜù¬â  ìäøî  
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7. Requester ëóâóä× Save Ã­îâúæăÕ­āÕãÂóäÅæõÂÜù¬â   ÿâøćîÅæõÂ Save Draft Āæ­èäñÛÛÉñØČóÂóä
ÛòÚØ÷ÂÃ­îâúæĀæñ Generate  Workflow ID Ăì­îòÖāÚâòÖõ 

 
 

8. äóãÂóäØöć Save Draft ëóâóä×ÚČóÂæòÛâóĀÂ­ăÃăÕ­ āÕãÅæõÂØöćÜù¬â   ìäøîìóÂÖ­îÈÂóäæÛÃ­îâúæ Ăì­ÅæõÂØöćÜù¬â 

 (äóãÂóä Requester ØöćØČóÂóäæÛĀæ­è Éñăâ¬ëóâóä×ÚČóÂæòÛâóăÕ­) 

 
 
 
 
 
 
 
 
 
 



User Manaual  

 

Copyright©2023 Bgear Co.,Ltd. All Rights Reserve             Page 12 of 33 

9. ÿâøćî Requester ØČóÂóäÂäîÂÃ­îâúæĀæñÖäèÉëîÛÿäöãÛä­îãĀæ­è Requester ëóâóä×ëòćÈßõâß° Label ëČóìäòÛÖõÕ

ìÚ­óÌîÈÿîÂëóäăÕ­āÕãÂóäÅæõÂ Checkbox ìÚ­óäóãÂóäØöćÖ­îÈÂóä Print ĀæñÅæõÂÜù¬â  ÿßøćî
ßõâß°ĂÚäúÜĀÛÛÂäñÕóê A4 āÕãäñÛÛÉñØČóÂóä Generate Label ĂÚäúÜĀÛÛ PDF Ăì­îòÖāÚâòÖõ (Ã­îâúæÉñ Print 
îîÂâóĂÚäúÜĀÛÛ Label ăÕ­ÂĆÖ¬îÿâøćîâöÂóä Save Draft Āæ­èÿØ¬óÚòĈÚ) 

 
 

10. ĂÚÂäÔöØöćßÛè¬óÃ­îâúæăâ¬×úÂÖ­îÈ Requester ëóâóä×ĀÂ­ăÃÃ­îâúæÛÚìÚ­ó E-Form ĀæñÅæõÂÜù¬â  
ÿßøćîÛòÚØ÷ÂÃ­îâúæ Āæ­èÉ÷ÈØČóÂóäÿæøîÂäóãÂóäÿßøćîëòćÈßõâß°îöÂÅäòĈÈ 

11. ÿâøćîØČóÂóäßõâß° Label ÿäöãÛä­îãĀæ­è Ăì­ÅæõÂÜù¬â   äñÛÛÉñØČóÂóä Start Workflow Āæñë¬È 
Mail Notification ĀÉ­ÈÿÖøîÚăÜãòÈ Admin ÿßøćîÛäõìóäÉòÕÂóäÃ­îâúæ Messenger 

 
 

12. äóãÂóäØöć Send Successfully Āæ­è Requester Éñăâ¬ëóâóä×ĀÂ­ăÃìäøîãÂÿæõÂăÕ­ÉÚÂè¬óÈóÚÉñ×úÂ Reject 
ÂæòÛâóãòÈ Requester 
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3.2 Âóä Request Ã­îâúæĀÛÛàîä°âÃîĂË­ÛäõÂóäë¬ÈÿîÂëóäăÜäêÔöã° 

 
 

ÿÜĆÚÃòĈÚÖîÚÃîÈ Requester ëČóìäòÛÂóäÛòÚØ÷ÂÃ­îâúæĂÚäñÛÛ ÿßøćîØČóÂóä Request Āæñÿâøćî Start Workflow äñÛÛ
ÉñØČóÂóäë¬ÈÃ­îâúæăÜãòÈ Group Admin ØöćÿÂöćãèÃ­îÈ āÕãÉñĀÛ¬ÈîîÂÿÜĆÚ 4 Âæù¬â 

1. ØČóÂóäÅæõÂØöćÿâÚú Application -> ÿæøîÂ ÃîĂË­ÛäõÂóäë¬ÈÿîÂëóäăÜäêÔöã° ÿâøćîÿÃ­óëú¬ìÚ­óÉîìæòÂ ÅæõÂØöćÜù¬â 

 ÿßøćîÿÃ­óëú¬ìÚ­óÉî Create 

 
 

2. Øöć Tab ĀäÂ (Header)  äñÛÛÉñĀëÕÈÃ­îâúæĂì­îòÖāÚâòÖõ 
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3. ÅæõÂØöć Tab äóãæñÿîöãÕ ĀæñØČóÂóäÂäîÂÃ­îâúæ āÕãÃ­îâúæØöćâöÿÅäøćîÈìâóã * ì­óâÿÜĆÚÅ¬óè¬óÈ 

 

 
 

4. Requester ëóâóä× Upload File ÿßõćâÿÖõâăÕ­āÕãÂóäÅæõÂØöć Tab Upload & Assignment 

 
 

5. ÅæõÂÜù¬â  ÿßøćîÿæøîÂ File ØöćÖ­îÈÂóä ĀæñÅæõÂÜù¬â  ÿßøćî Upload File 

 
 

6. Requester ëóâóä×æÛ File ìäøîĀÂ­ăÃ Description ăÕ­āÕãÂóäÅæõÂØöćÜù¬â  ìäøî  
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7. Requester ëóâóä× Save Ã­îâúæăÕ­āÕãÂóäÅæõÂÜù¬â   ÿâøćîÅæõÂ Save Draft Āæ­èäñÛÛÉñØČóÂóä
ÛòÚØ÷ÂÃ­îâúæĀæñ Generate  Workflow ID Ăì­îòÖāÚâòÖõ 

 
 

8. äóãÂóäØöć Save Draft ëóâóä×ÚČóÂæòÛâóĀÂ­ăÃăÕ­ āÕãÅæõÂØöćÜù¬â   ìäøîìóÂÖ­îÈÂóäæÛÃ­îâúæ Ăì­ÅæõÂØöćÜù¬â 

 (äóãÂóä Requester ØöćØČóÂóäæÛĀæ­è Éñăâ¬ëóâóä×ÚČóÂæòÛâóăÕ­) 
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9. ÿâøćî Requester ØČóÂóäÂäîÂÃ­îâúæĀæñÖäèÉëîÛÿäöãÛä­îãĀæ­è Requester ëóâóä×ëòćÈßõâß° Label ëČóìäòÛÖõÕ

ìÚ­óÌîÈÿîÂëóäăÕ­āÕãÂóäÅæõÂ Checkbox ìÚ­óäóãÂóäØöćÖ­îÈÂóä Print ĀæñÅæõÂÜù¬â  ÿßøćî
ßõâß°ĂÚäúÜĀÛÛÂäñÕóê A4 āÕãäñÛÛÉñØČóÂóä Generate Label ĂÚäúÜĀÛÛ PDF Ăì­îòÖāÚâòÖõ (Ã­îâúæÉñ Print 
îîÂâóĂÚäúÜĀÛÛ Label ăÕ­ÂĆÖ¬îÿâøćîâöÂóä Save Draft Āæ­èÿØ¬óÚòĈÚ) 

 
 

10. ĂÚÂäÔöØöćßÛè¬óÃ­îâúæØöć Generate ăâ¬×úÂÖ­îÈ Requester ëóâóä×ĀÂ­ăÃÃ­îâúæÛÚìÚ­ó E-Form ĀæñÅæõÂÜù¬â 

 ÿßøćîÛòÚØ÷ÂÃ­îâúæ Āæ­èÉ÷ÈØČóÂóäÿæøîÂäóãÂóäÿßøćîëòćÈßõâß°îöÂÅäòĈÈ 

11. ÿâøćîØČóÂóäßõâß° Label ÿäöãÛä­îãĀæ­è Ăì­ÅæõÂÜù¬â   äñÛÛÉñØČóÂóä Start Workflow Āæñë¬È 
Mail Notification ĀÉ­ÈÿÖøîÚăÜãòÈ Admin ÿßøćîÛäõìóäÉòÕÂóäÃ­îâúæ Messenger 

 
 
 
 
 



User Manaual  

 

Copyright©2023 Bgear Co.,Ltd. All Rights Reserve             Page 17 of 33 

12. äóãÂóäØöć Send Successfully Āæ­è Requester Éñăâ¬ëóâóä×ĀÂ­ăÃìäøîãÂÿæõÂăÕ­ÉÚÂè¬óÈóÚÉñ×úÂ Reject 
ÂæòÛâóãòÈ Requester 

 
 
 

3.3 Âóä Request Ã­îâúæĀÛÛàîä°âÛòÚØ÷ÂáóãĂÚ 

 
 

ÿÜĆÚÃòĈÚÖîÚÃîÈ Requester ëČóìäòÛÂóäÛòÚØ÷ÂÃ­îâúæĂÚäñÛÛ ÿßøćîØČóÂóä Request Āæñë¬ÈÃ­îâúæăÜãòÈÛùÅÅæØöćØČóÂóä
ÿæøîÂÛÚìÚ­ó E-Form 
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1. ØČóÂóäÅæõÂØöćÿâÚú Application -> ÿæøîÂ ä­îÈÃîÛäõÂóä Messenger ÿâøćîÿÃ­óëú¬ìÚ­óÉîìæòÂ ÅæõÂØöćÜù¬â 

 ÿßøćîÿÃ­óëú¬ìÚ­óÉî Create 

 
 

2. Øöć Tab ĀäÂ (Header)  äñÛÛÉñĀëÕÈÃ­îâúæĂì­îòÖāÚâòÖõ 

 
 

3. ÅæõÂØöć Tab äóãæñÿîöãÕ ĀæñØČóÂóäÂäîÂÃ­îâúæ āÕãÃ­îâúæØöćâöÿÅäøćîÈìâóã * ì­óâÿÜĆÚÅ¬óè¬óÈ 
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4. Requester ëóâóä× Upload File ØöćÿÂöćãèÃ­îÈ ĀæñĂë¬äóãæñÿîöãÕÿßõćâÿÖõâăÕ­Øöćë¬èÚÃîÈÿîÂëóäĀÚÛ 

 
 

5. ĂÚë¬èÚÃîÈĀÛÛàîä°âÛòÚØ÷ÂáóãĂÚÉñĀÖÂÖ¬óÈÉóÂ Flow îøćÚą Åøî Requester ÉñÖ­îÈØČóÂóäÿæøîÂÃ­îâúæÝú­îÚùâòÖõ 
ĀæñÝú­ÕČóÿÚõÚÂóä (×­óâö) ØöćÿÂöćãèÃ­îÈÂòÛÿîÂëóäÊÛòÚÚòĈÚ  

 
 

6. Requester ëóâóä× Upload File ÿßõćâÿÖõâăÕ­āÕãÂóäÅæõÂØöć Tab Upload & Assignment 

 
 

7. ÅæõÂÜù¬â  ÿßøćîÿæøîÂ File ØöćÖ­îÈÂóä ĀæñÅæõÂÜù¬â  ÿßøćî Upload File 

 
8.  Requester ëóâóä×æÛ File ìäøîĀÂ­ăÃ Description ăÕ­āÕãÂóäÅæõÂØöćÜù¬â  ìäøî  
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9. Requester ëóâóä× Save Ã­îâúæăÕ­āÕãÂóäÅæõÂÜù¬â   ÿâøćîÅæõÂ Save Draft Āæ­èäñÛÛÉñØČóÂóä
ÛòÚØ÷ÂÃ­îâúæĀæñ Generate  Workflow ID Ăì­îòÖāÚâòÖõ 

 
 

10. äóãÂóäØöć Save Draft ëóâóä×ÚČóÂæòÛâóĀÂ­ăÃăÕ­ āÕãÅæõÂØöćÜù¬â   ìäøîìóÂÖ­îÈÂóäæÛÃ­îâúæ Ăì­ÅæõÂØöćÜù¬â 

 (äóãÂóä Requester ØöćØČóÂóäæÛĀæ­è Éñăâ¬ëóâóä×ÚČóÂæòÛâóăÕ­) 
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11. ìæòÈÉóÂØöćØČóÂóäÂäîÂÃ­îâúæÛÚìÚ­ó E-Form ÿäöãÛä­îãĀæ­è Requester ëóâóä×ÖäèÉëîÛÅèóâ×úÂÖ­îÈ

ëèãÈóâìÚ­ó Report āÕãÅæõÂÜù¬â  ĀæñÅæõÂÜù¬â  ÿßøćîãøÚãòÚ 

 

 
 

12. Requester ëóâóä×ØČóÂóäÉòÕäúÜĀÛÛÅèóâëèãÈóâÃîÈìÚ­óÿîÂëóäăÕ­ ìäøîĀØäÂÖóäóÈÿßõćâÿÖõâăÕ­ĂÚìÚ­óÉîÚöĈ 
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13. ×­óìóÂ Requester Ö­îÈÂóäĀÂ­ăÃÃ­îâúæÛÚìÚ­ó E-Form Ăì­ÅæõÂØöć Tab äóãæñÿîöãÕ ĀæñĀÂ­ăÃÃ­îâúæ ÿâøćîØČó
ÂóäĀÂ­ăÃÃ­îâúæÿäöãÛä­îãĀæ­è Ăì­ÅæõÂÜù¬â  îöÂÅäòĈÈÿßøćîĂì­äñÛÛ Update Ã­îâúæÛÚìÚ­ó Report ìäøî

ÅæõÂÜù¬â  ÿßøćîÛòÚØ÷ÂÃ­îâúæ 

 
 

14. Requester ëóâóä×ÖäèÉëîÛÃ­îâúæìÚ­ó Report ĂÚäúÜĀÛÛ PDF ăÕ­āÕãÂóäÅæõÂÜù¬â  äñÛÛÉñ Generate 
Report ĂÚäúÜĀÛÛ PDF 

 
 

15. ÿâøćîØČóÂóäÖäèÉëîÛÅèóâ×úÂÖ­îÈĀæñÅèóâëèãÈóâÃîÈÿîÂëóäÿäöãÛä­îãĀæ­è Ăì­ÅæõÂÜù¬â   
äñÛÛÉñØČóÂóä Start Workflow Āæñë¬È Mail Notification ĀÉ­ÈÿÖøîÚăÜãòÈÿæÃóÚùÂóäÂæù¬âÈóÚ, Approver Āæñ
Ýú­ÕČóÿÚõÚÂóä ÖóâØöć Requester ăÕ­ØČóÂóäÿæøîÂăè­ÛÚìÚ­ó E-Form 
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16. äóãÂóäØöć Send Successfully Āæ­è Requester Éñăâ¬ëóâóä×ĀÂ­ăÃìäøîãÂÿæõÂăÕ­ÉÚÂè¬óÈóÚÉñ×úÂ Reject 
ÂæòÛâóãòÈ Requester 

 
 
 

3.4 Âóä Request Ã­îâúæĀÛÛàîä°âÃîĂË­ÛäõÂóäÕ­óÚÂÏìâóã 

 
 

ÿÜĆÚÃòĈÚÖîÚÃîÈ Requester ëČóìäòÛÂóäÛòÚØ÷ÂÃ­îâúæĂÚäñÛÛ ÿßøćîØČóÂóä Request Āæñë¬ÈÃ­îâúæăÜãòÈÝú­îÚùâòÖõĀæñ
Þ¬óãßòÓÚóÂÏìâóãð ÖóâæČóÕòÛ 
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āÕãĀÛÛàîä°âÃîĂË­ÛäõÂóäÕ­óÚÂÏìâóãÉñĀÛ¬ÈîîÂÿÜĆÚ 2 Forms Åøî ÂóäÖäèÉÿîÂëóäØóÈÂÏìâóã ĀæñÂóäĂì­
ÅČóÜä÷ÂêóØóÈÂÏìâóã 

1. ØČóÂóäÅæõÂØöćÿâÚú Application -> ÿæøîÂĀÛÛàîä°âÃîĂË­ÛäõÂóäÕ­óÚÂÏìâóã ÿâøćîÿÃ­óëú¬ìÚ­óÉîìæòÂ ÅæõÂØöćÜù¬â 

 ÿßøćîÿÃ­óëú¬ìÚ­óÉî Create 

 
 

2. Øöć Tab ĀäÂ (Header)  ØČóÂóäÿæøîÂ Form ØöćÖ­îÈÂóä (ÂóäÖäèÉÿîÂëóäØóÈÂÏìâóã ìäøîÂóäĂì­ÅČóÜä÷ÂêóØóÈ
ÂÏìâóã) 

 
 

3. ÿâøćîØČóÂóäÿæøîÂ Form Āæ­è äñÛÛÉñĀëÕÈ Tab äóãæñÿîöãÕ Ăì­îòÖāÚâòÖõ ÅæõÂØöć Tab äóãæñÿîöãÕ ĀæñØČóÂóä
ÂäîÂÃ­îâúæ āÕãÃ­îâúæØöćâöÿÅäøćîÈìâóã * ì­óâÿÜĆÚÅ¬óè¬óÈ 
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4. ĂÚë¬èÚÃîÈ E-Form ÂóäÖäèÉÿîÂëóäØóÈÂÏìâóã ØóÈ Requester ÉñÖ­îÈØČóÂóäÿæøîÂÜäñÿáØÃîÈÂóäÛäõÂóä
ÿßõćâÿÖõâ 

 
 

5. ĂÚÂäÔöØöćÖ­îÈÂóäĀÚÛ File ÿßõćâÿÖõâÚîÂÿìÚøîÉóÂØöćØóÈ Legal ÂČóìÚÕăè­ Requester ëóâóä× Upload File ăÕ­
āÕãÂóäÅæõÂØöć Tab Upload & Assignment 

 
 

6. ÅæõÂÜù¬â  ÿßøćîÿæøîÂ File ØöćÖ­îÈÂóä ĀæñÅæõÂÜù¬â  ÿßøćî Upload File 

 
 

7. Requester ëóâóä×æÛ File ìäøîĀÂ­ăÃ Description ăÕ­āÕãÂóäÅæõÂØöćÜù¬â  ìäøî  
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8. Requester ëóâóä× Save Ã­îâúæăÕ­āÕãÂóäÅæõÂÜù¬â   ÿâøćîÅæõÂ Save Draft Āæ­èäñÛÛÉñØČóÂóä
ÛòÚØ÷ÂÃ­îâúæĀæñ Generate  Workflow ID Ăì­îòÖāÚâòÖõ 

 
 

9. äóãÂóäØöć Save Draft ëóâóä×ÚČóÂæòÛâóĀÂ­ăÃăÕ­ āÕãÅæõÂØöćÜù¬â   ìäøîìóÂÖ­îÈÂóäæÛÃ­îâúæ Ăì­ÅæõÂØöćÜù¬â 

 (äóãÂóä Requester ØöćØČóÂóäæÛĀæ­è Éñăâ¬ëóâóä×ÚČóÂæòÛâóăÕ­) 
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10. Requester ëóâóä×ÖäèÉëîÛÃ­îâúæìÚ­ó Report ĂÚäúÜĀÛÛ PDF ăÕ­āÕãÂóäÅæõÂÜù¬â  äñÛÛÉñ 
Generate Report ĂÚäúÜĀÛÛ PDF 

 
 

11. ÿâøćîØČóÂóäÖäèÉëîÛÅèóâ×úÂÖ­îÈÃîÈÿîÂëóäÿäöãÛä­îãĀæ­è Ăì­ÅæõÂÜù¬â   äñÛÛÉñØČóÂóä 
Start Workflow Āæñë¬È Mail Notification ĀÉ­ÈÿÖøîÚăÜãòÈ Section Director ÃîÈ Requester  
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12. äóãÂóäØöć Send Successfully Āæ­è Requester Éñăâ¬ëóâóä×ĀÂ­ăÃìäøîãÂÿæõÂăÕ­ÉÚÂè¬óÈóÚÉñ×úÂ Reject 
ÂæòÛâóãòÈ Requester 

 
 
 

3.5 Âóä Re-Submit ìäøî Cancel Ã­îâúæ 
ĂÚÂäÔöØöćÃ­îâúæ×úÂ Reject ÂæòÛâóØöć Requester äñÛÛÉñØČóÂóäë¬È Mail Notification ĀÉ­ÈăÜãòÈ Requester ÿßøćîÿÃ­ó

âóØČóÂóäÖäèÉëîÛĀæñĀÂ­ăÃÃ­îâúæ āÕã Requester ëóâóä×ÅæõÂ Link ÉóÂ Mail ÿßøćîÿÃ­óëú¬ìÚ­ó Edit Task ìäøîÅæõÂØöćÿâÚú 
My Tasks ÿßøćîÿÃ­óëú¬ìÚ­ó My Tasks 

1. ĂÚÂäÔöØöćÿÃ­óÉóÂÿâÚú My Tasks äñÛÛÉñĀëÕÈÃ­îâúæØòĈÈìâÕØöćäîÂóäÕČóÿÚõÚÂóä  Requester ëóâóä×Å­Úìó
äóãÂóäØöćÖ­îÈÂóä ìäøîÅæõÂäóãÂóäØöćÖ­îÈÂóäĀÂ­ăÃ/ãÂÿæõÂ āÕãäóãÂóäØöćāÕÚ Reject ÂæòÛâóÉóÂ Approver  
Status ÉñÿÜĆÚ Rejected 

 
 


