Management Information System - 2020

How to use Dingtalk Apps for Approver

Hi! This user guide will guide you to use Dingtalk Apps for approver.

1. On Mobile Phones / Mobile Devices

a. Open Dingtalk by accessing Dingtalk icon u (Before use this, you have to install and
register dingtalk apps through Google playstore or Appstore).

b. Navigate to work (1) menu, and choose approval (2)

ASTEL GROUP v ®

Administrator Management Console

Invite Member  Hierarchy Settings Instructions
Application Manage
Approval Ding Drive  Announcement Report
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c. Onthe approval page, you can see 3 menus on the top. Approval Request, My Approvals,
and cc to me.

Approvals

Approval Requests My Approvals Cc to Me

.

*Approval Request , means that you are on the workflow for approval, and someone need
you to approve the request.

*My Approvals, all the request that already approved by you.

*Cc to me, means that you are notified for some request for approval process and you do
not need to approve. (You may need to take some action after been notified).

Note:
Approval also can be notified in message menu. And you can approve the request from

there.
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d. Open the Approval Request and you can see the details one by one for approval request.

14980 X0 -

{ X FPPBJ Internal AST...
OSES)

@ Make Request
(V]
@ Approver Titik Persediaan
Me (Pending)
@ Approver Kadiv
e Finance Controller
2 People Follow-up examination and

approval

KaDiv Finance

o Director
0 Procurement Notifier
Ccto 4 People

O 2 Reject Approve
Comment Transfer

e. Now you are finish with your approval request through mobile device.
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2. On your PC or Laptop

a. Install Dingtalk standard version (do not using lite version), you can get the apps on
https://apps.unias.com/appsnew/download/ for windows version.

b. Login with your dingtalk account (using mobile phone number).

DingTalk v — X

+62. ~ | 85711

c. After login, navigate to work menu. And click Approval.

&

[ |
[ )

() ASTEL GROUP ~

e Admin Panel

o Approval @ Announcement G Report
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d. After that, you can click to be approved by me menu, to see requested approval.
As you can see below, there is 1 approval that need to handle.

< (G 1 () ASTEL GROUP ~ & To-do ) Popup Window
B Admin Panel Approval X
Initiate approval To be approved I have approved I started Cc Approvals Management

by me € system

Advanced Search

Approval Type

Approval Title Approval Summary Start Time Complete time Status
3

HendRa Gunawan's NBP Perusahaan: ANEKA SPRING TELEKO 04-16-2020 2

Astel Group

Department:MIS

MNomor FO:123/ast/mis/iv

< (SN ) ASTEL GROUP ~ & To-do [© Popup Window
€ Admin Panel Approval X
Initiate approval To be approved I have approv
by me €@ HendRa Gunawan's NBP Astel Group X
B e

HendRa Gunawan

Approval Type SR Ter fepprove
Approval ID: 202004161505000199122

Approval Title Approval Summary Department: MIS
Perusahaan: ANEKA SPRING TELEKOMINDO
Department: MIS

e HendRa Gunawan's NBP Perusahaan:ANEKA SPRIN - Nomor PO: 123/ast/mis/iv

Astel Group - Attachment:
Department:MIS

Screenshot_20200416-140358_DingTal...

Momor PO:123/ast/mis/iv
50.23KB

Previe

Deskripsi:
Test Approval NPB

HendRa Gunawan's NBP Perusahaan:ANEKA SPRIM
Astel Group

Department:MIS Make Request 416 14-05
Momor PO:123/ast/mis/iv eo I

oo
5 O B [

e. You can take action for the approval, and you can give some comment.
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f. For another menu, this is the information:
o Initiate Approval, forms to be used for approvals.

e To Be Approved by me, means that there are request for you to approve.
e | have approved, means that all request that you already approve before.
e | started, means request that start from your department or you in workflow.
e Cc Approvals, means that you are the user that notified for the approvals for some
reason.
< (G (D) ASTEL GROUP ~ & To-do B Popup Window
© Admin Panel Approval X
Initiate approval To be approved by I have approved I started Cc Approvals Management 5
me € system
Advanced Search
Approval Type Al Approval Completed Being Approved Revoked
Approval Title Approval Summary Start Time Complete time Status
Deasy MNatacha's FPPB] Perusahaan:SISINDOKOM LINTASBU 04-14-2020
Internal ASTEL GROUP
Department:MIS
Momor FFFBJ: 036/ MIS/FPF/TV/20
Deasy MNatacha's FPPB] Perusahaan:SISINDOKOM LINTASBU 04-14-2020
Internal ASTEL GROUP

Department:MIS

Momor FPPB1:034/MIS/PR/TV/20

g. Now you can easily approve your team request.

If you have any question about this user guide, please drop email to itsupport@unias.com
Thank you.
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