
An Integrated collaborative office platform

with automatic connection to actual business

     

Office Automation



Office Automation
e-Form & e-Flow
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Intra-department Document Approval Flow

Interdepartmental 
and Inter-company Document Approval Flow
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Document and Knowledge Management
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Online Survey

Product A

Unit: millions/set
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Customized Report Generator
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OA Feature List
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Feature Descrip on

OA Feature List

Support to define common customized fields of all  form types.

Support to define customized fields and basic se ngs of specific form types.

Support to create forms like request form, registra on form, survey form, complaint & sugges on form etc.
for data collec on, enrollment, request and reply, review and approval purposes.

Support different search criteria for different form types.

Support to define different workflows based on form types and groups.

Allow to define different response types for each approval step of mul ple-stage workflows, such as for
approval, comment and info only.

Expense Request Support to add and submit expense requests for approval.

Expense Advance Support to add and submit expense advances for approval.

Expense Report Support to add and submit expense reports for approval.

Reimbursement Support cashiers to handle expense payment and delivery a er the expense items are approved.

Search Support to search the expense records in the organiza on.

Approval Support to define the approval workflows for expense request, expense advance and expense report.

Support to record client info, such as name, region, industry, type, contacts.

Support self-defined fields on the client page.

Client Interac on Support to record interac ons with clients, including interac on me, par cipators and results.

Support to record supplier info,  such as name, region, industry, supplier type, contacts.

Support self-defined fields on the supplier page.

Supplier Interac on Support to record interac ons with suppliers including interac on me, par cipators and results.

My A en on Support to handle outstanding work items on the self-defined dashboard.

Naviga on View Support user-defined graphical naviga on flows that allow to proceed to the specific pages quickly by
clicking the naviga on icons.

Profi le & Delegate Support personalized se ngs such as personal password, delega on, my menu, etc.

Client Info

Supplier Info

Form & Flow

Expense Mgmt

Custom Se ngs

Workflows

Client Mgmt

Supplier Mgmt

Forms



Communica on Support address book, announcement, chat and discuss forum.

Leave Support to submit leave request and obtain approval, view leave balance and track the leave calendar.

Schedule Allow to submit business trips and mee ngs for approval.

Timesheet Allow to fi l l  in, submit and track mesheets.

Facil ity & Equipment Support to apply for facil i es & equipment such as mee ng rooms.

Working Calendar Managers can view and assign tasks to subordinates from the working calendar.

Report Support to view sta s cs reports for the en re organiza on.

Other Assis ng Func ons
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OA Feature List



     can provide best combination of standard products & redevelopment services for enterprise 

management and over 500 corporations in Asia are using our following modules on-premises or SaaS:

CRM : Corporate Client CRM and Consumer CRM

Service : Service Management

SRM : Supplier Management, e-Procurement and e-Tender

PPM : Project and Portfolio Management

New Way : Visual Agile and Lean

Timesheet : Resource Time and Cost Management

EDMS : Electronic Document  Management System

OA : Office Automation

HCM : Human Capital Management

All-in-one : Enterprise Full Automation
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