MULTI APPROVAL PROCESS

User guide

Version 2.1

https://Itaddins.com +84 946 579 539 support@ltaddins.com



\
\D

MENU

OVEIVIEW ...ttt ettt et a e bbb bt e st e a e e bt eb e bt e b et et e s et e st e bt e bt e bt e b et e b e s b e s eneeaeebenneeneee 3
U] oo a1 A T =T [ U= PSR 7
APPIOVE/REJECT @ FROUEST ... veiieurieeiieeciee ettt cetee ettt e et eeeteeeebeeeetaeesbeeeebeeesbeeeteeeesseeeseeesabeeeasaeensseseseeesaseean 8
(0T aTol ] I d o[-l =T U] PP 8
VIEW MY FEOUEST ittt ettt e ettt et e e e ettt et e e e e s s abt b eeeeeeeeesanbbbaeeeeeesasnnsebaaeeesssasnnsenaaaeesssnnan 9
VIBW IMIY LSKS «.nttiei ittt sttt ettt ettt e ettt e e s et e e s et e e e s et eeeesaabeeeesanbeeeesanbeeeeesasaeeeesbeaeesansaeeeesassaeessnne 9
VIiEW all COMPIETEA MEOUESTS.......viiiiciiiiee ettt ettt ee e e et e e e et e e e e s ettae e e e abaee e s asaeeesssaeeesanssaeesannsneenan 10
VIEW all FEJECTEA FEQUESTS. .. eeii it ettt ettt e e et e e e e eate e e e e abae e e e ataee e e asaeeesassseeesanssaeesansennenan 10
VIiEW all @PPIrOVEd FEQUESES. ..ccicviiii ittt ee ettt e et e e e st e e e et aeeesabaeeesantaeeesansseeeeanssaeesanssanenan 10
View all requests Of all EMPIOYEES........ooi i e e e sare e e e b ae e e e s araeeeas 11
SEANCH TE FEOUESTES ..eeiiiiiieee ettt e et e e e et e e e e e ebte e e s e bteeeeebaeeeeebtaeesenstseeeasesaesanseneesasseeenanes 11
Show the report & export it to word, excel, or PAf file ......coooueiiiiciiee e 12

https://Itaddins.com +84 946 579 539 support@Itaddins.com



>

Our Solutions Your Success.

Multi Approval Process for SharePoint

Request, track, approve and manage the requested. Easy to use, configured, and very flexible

Overview

The Multi Approval Process is the add-in in SharePoint, Microsoft Team & Microsoft Outlook. It

supports the organization and creates a lot of approval systems without coding. It allows the

creation of unlimited approval systems, and unlimited workflows, and changes anything in the

system for consistency with your organization. End users easy to create & manage the request.

It provides all information to help the manager makes the approval. It is also a SharePoint

Hosted add-in, all data of the add-in saves on your SharePoint site. Very easy to use,

configuration.

Multi Approval Process

My Request

Status Al LOCSTV Approve All

D Department  Form Type Step  Status ) Requester Form Type Step Actions
My Task
y sk 6D HDR-00001 infomation Help Desk Request Finished  ([EEX) OTR-000011 Henrietta Mueller Overtime Request Manager Reject
Completed Technology
TVR-00001( Henrietta Muelle ravel Reques Manage »
Rejected DR-000015 Help Desk Request Finished ([N chrictia Mochier Fravel Request sriagex Reject
My A val OTR-000009 ! a v4 vertil es! A -
Ay Approval : 3 QTR Johanna Lorenz Overtime Request Manager Reject
00014 Infomation Help Desk Request IT Team
Requests of Department Sechilog
chnology R-000 rei Help Desk R Toom 5
= O HOR-000008 johanna Lorenz Help Desk Request IT Team Reject
All Requests Travel Request Manager
Search HDR-000007 Isaiah Langer Help Desk Request IT Team Reject
Recruitment Request Manager
Report1 H X Henrietta Muelle: elp Des T s
i HDR-000006 enrietta Mueller Help Desk Request IT Team Reject
Report2
Inf Help Desk Request T Team HOR-000! Adele Vance Help Desk Request IT Team .
Report3 T ESTOM  Approve
List Fields OTR-000002 Infomation Overtime Request Manager 0 HDR-000004 Diego Sicilian Help Desk Request IT Team Reject
Technology
Request Form Type ) )
Diego Siciliani Travel Request Manager Reject
Views Setting
g OTF 2 Adele Vance Overtime Request Manager Reject
Alex Wilber Recruitment Request Manager Reject

Currently, the add-in has 4 default approval systems

1. Recruitment Request: Finding and hiring the best and most qualified candidate for a job

opening, in a timely and cost-effective manner

o Workflow
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Recruitment Request Flow
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2. Overtime Request: Supports users to request overtime in the organization

o Workflow
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Overtime Request Flow
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3. Travel Request: Handling of the request and approval process of business trips

o Workflow
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Travel Request Flow
s
] -
g @_, super 3
request
H
‘ Send Rejection Message Send Rejection Message Send Rejection Message
Rejected
] i
® Approve
H Request
=
@ Approved
=1
Send Approval Message
@
g Rejected
2 |
g .
Approve
4 Reguest
H |
E Approved
]
I
Send Approval Message
P o ReJE‘CIEd
g sty —npproved—— i —>°
L

o Layout

Todo - Todo

Type of Expense Budget  Qty Units Total
Ak 500 ]
scal Transparation Airpo 0 ] o
" fotel
-] 8 days 000 8 00 ]
8 days o
o o0 5 a
=

o

Sum:

3710

[ T

4. Help Desk Request: Resolve end-user issues efficiently by simply automating the
complaint resolution process with ticket management

o Workflow

https://Itaddins.com +84 946 579 539 support@Itaddins.com



>

Our Solutions Your Success.

Help Desk Flow
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Submit a request
1. Open the app, click the home or my request link in the left menu

2.

Submit a reque% =

" Recruitment Request

Overtime Request r
Travel Request

Help Desk Request

Input all fields & click the Request button

https://Itaddins.com +84 946 579 539

Click the button Submit a request, then select the request type that wants to submit
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Approve/Reject a request
1. Open the app, click the home or my task link in the left menu

2. Click the link in the ID column to open the form

ID

RCR-000001

3. When the request form appears, review all information & click the Approve or Reject
button
a. Click the View tab to know the main info
b. Click the Information Process tab to know the history of the process
c. Click the Attach Files to see the files

4. To quickly Approve/Reject the request without opening the request form. Click the button
Approve/Reject button at the right of the table
5. To approve/reject multi requests
a. Select the request you want to approve/reject but check the checkbox. If you
want to select all requests, click the check at the header of the table
b. Then click the Approve All/Reject All

Reject All Approve All

ID Requester
RCR-00000M William
HDR-000004 William

Cancel the request
1. Open the app, click the home or my request link in the left menu

2. Click the delete icon at the right of the table

https://Itaddins.com +84 946 579 539 support@Itaddins.com



Step Delete
Manager i
IT Team o
Manager i
Manager i
Feedback m
Requester i
Requester i
Human resource i

View my request

P w DR

Open the app, click the home or my request link in the left menu
Click the link in the ID column to view detail of the request

Click the Status field at the right top to filter requests by status

If you want to use the search function, use the search textbox

Submit a request ~

Status: Pending

Show 10 v | entries Search:

D Department Form Type Step Delete

RCR-000009 Infomation Technology Recruitment Request Manager o
Inforation Technology Help Desk Request IT Team o
Infomation Technology Overtime Request Manager o
Inforation Technology Recruitment Request Manager o
Infomation Technology Help Desk Request Feedback o

TVR-000003 Infomation Technology Travel Request Requester o

QTR-000002 Infomation Technology Overtime Request Requester o

RCR-000001 Infomation Technology Recruitment Request Human resource o

View My tasks

1.
2.

Open the app, click the home or my task link in the left menu

IIf want to use the search function, use the search textbox at the right top of the table
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Reject All Approve All

Show | 10 v entries Search:
O 1D h Requester Form Type Created Step Comment Actions
O RCR-000001 William Recruitment Request 03/11/2021 15551 Human resource | Comment Reject
O HDR-000004  William Help Desk Request 03/11/2021 16:00 Feedback Comment Reject
OTR-000002 William Overtime Request 03/11/2021 15:52 Requester
TVR-000003 William Travel Request 03/11/2021 15:59 Requester
O OTR-000019 Avery Overtime Request 03/11/2021 16:16 Manager Comment Reject
O IVR-000018 Jackson Travel Request 03/11/2021 16:16 Manager Comment Reject
O OIR-000017 Jackson Overtime Request 03/11/2021 16:15 Manager Comment Reject
O HDR-000015 Evelyn Help Desk Request 03/11/2021 16:14 IT Team Comment Reject
O IVR-000014 Mason Travel Request 03/11/2021 16:14 Manager Comment .
O OTR-000013 Harper Overtime Request 03/11/2021 16:13 Manager Comment Reject

Showing 1 to 10 of 11 entries

View all completed requests

1. Open the app, click the completed link in the left menu

First | Previous - 2 Next |last

2. If you want to use the search function, use the search textbox at the right top of the table

Show 10 v entries Search:
D Department Form Type Created
TVR-000007 Infomation Technology Travel Request 03/11/2021 16:06
RCR-000010 Infomation Technology Recruitment Request 03/11/2021 16:08
QOTR-000011 Infomation Technology Overtime Request 03/11/2021 16:08

Showing 1 to 3 of 3 entries

View all rejected requests

1. Open the app, click the Rejected link in the left menu

First = Previous Next = Last

2. If you want to use the search function, use the search textbox at the right top of the table

Show 10 v entries Search:
D Department Form Type Created
QTR-000002 Infomation Technology Overtime Request 03/11/2021 15:52

TVR-000003

Showing 1 to 2 of 2 entries

View all approved requests
1. Open the app, click the My Approval link in the left menu

Infomation Technology

Travel Request

03/11/2021 15:59

First ~ Previous Next = Last

2. If you want to use the search function, use the search textbox at the right top of the table
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Show | 10 v  entries Search:
D Requester Form Type Created Step Status
RCR-000016 Ella Recruitment Request 03/11/2021 16:15 Human resource
HDR-000004 William Help Desk Request 03/11/2021 16:00 Feedback
TVR-000003 William Travel Request 03/11/2021 15:59 Requester
QOTR-000011 William Overtime Request 03/11/2021 16:08 Human resource m
HDR-000008 William Help Desk Request 03/11/2021 16:06 IT Team
TVR-000007 William Travel Request 03/11/2021 16:06 Finance &=
OTR-000006 William QOvertime Request 03/11/2021 16:05 Manager
OTR-000002 William QOvertime Request 03/11/2021 15:52 Requester

Showing 1 to 8 of 8 entries

View all requests of all employees
Open the app, click the All Requests link in the left menu

1.
2.

Select the requester field for filter requests by the requester

Select the status field for filter requests by status

Requester: All

Last

Status: Pending

Show| 10 v entries Search:
Ly

> Department Form Type Requester Created Stage
RCR-000016 Infomation Technology Recruitment Request Ella 03/11/2021 16:15 Human resource
RCR-000001 Infomation Technelogy Recruitment Request William 03/11/2021 15:51 Human resource
HDR-000004 Infomation Technology Help Desk Request William 03/11/2021 16:00 Feedback
QOTR-000002 Infomation Technelogy Overtime Request William 03/11/2021 15:52 Requester
TVR-000003 Infomation Technology Travel Request William 03/11/2021 15:59 Requester
QTR-000019 Infomation Technology Overtime Request Avery 03/11/2021 16:16 Manager
TVR-000018 Infomation Technology Travel Request Jackson 03/11/2021 16:16 Manager
OTR-000017 Infomaticn Technology Overtime Request Jackson 03/11/2021 16:15 Manager
HDR-000015 Infomation Technology Help Desk Request Evelyn 03/11/2021 16:14 IT Team
TVR-000014 Infomaticn Technology Travel Request Mason 03/11/2021 16:14 Manager

Showing 1 to 10 of 16 entries

Search the requests
1. Open the app, click the Search link in the left menu

2. Select filters & click the Search button
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Field Name Operator Value
Dieppe simment Equal Infomation Technology
Created None
Show 15 v entries Search:
D Requester Department Form Type Created Stage Status
RCR-000016 Ella Infomation Technology Recruitment Request 03/11/2021 16:15 Human resource
RCR-000001 William Infomation Technology Recruitment Request 03/11/2021 15:51 Human resource
HDR-000004 William Infomation Technology Help Desk Request 03/11/2021 16:00 Feedback
OTR-000002 William Infomation Technology Qvertime Request 03/11/2021 15:52 Requester
TVR-000003 William Infomation Technology Travel Request 03/11/2021 15:59 Requester
OTR-000019 Avery Infomation Technology Qvertime Request 03/11/2021 16:16 Manager
TVR-000018 Jackson Infomation Technology Travel Request 03/11/2021 16:16 Manager
OTR-000017 Jackson Infomation Technology Qvertime Request 03/11/2021 16:15 Manager
HDR-000015 Evelyn Infomation Technology Help Desk Request 03/11/2021 IT Team
Show the report & export it to word, excel, or pdf file
1. Open the app, click the Report link in the left menu
2. Select filters & click the report button
3. Click icons at the right top to export the work, excel or pdf file
Field Name Operator Value
Department None
Created None
B
ki
Report Header Line 1
Report Header Line 2
1D Requester Department Form Type Stage Status Created
RCR-000016 Ella Infomation Technology Recruitment Request Human resource Pending 03/11/2021 16:15
RCR-000001 William Infomation Technology Recruitment Request Human resource Pending 03/11/2021 15:51
HDR-000004 William Infomation Technology Help Desk Request Feedback Pending 03/11/2021 16:00
OTR-000002 William Infomation Technology Overtime Request Requester Pending 03/11/2021 15:52
TVR-000003 William Infomation Technology Travel Request Requester Pending 03/11/2021 15:59
QTR-000019 Avery Infomation Technology Overtime Request Manager Pending 03/11/2021 16:16
TVR-000018 Jackson Infomation Technology Travel Request Manager Pending 03/11/2021 16:16
QTR-000017 Jackson Infomation Technology Overtime Request Manager Pending 03/11/2021 16:15
HDR-000015 Evelyn Infomation Technology Help Desk Request IT Team Pending 03/11/2021 16:14
TVR-000014 Mason Infomation Technology Travel Request Manager Pending 03/11/2021 16:14
QTR-000013 Harper Infomation Technology Overtime Request Manager Pending 03/11/2021 16:13
RCR-000012 James Infomation Technology Recruitment Request Manager Pending 03/11/2021 16:13
TVR-000007 William Infomation Technology Travel Request Finance Finished 03/11/2021 16:06
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