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How to use Dingtalk Apps for Requester 
 
Hi! This user guide will guide you to use Dingtalk Apps for Requester.  
 
But before you start this, we recommended that you using your PC/ Laptops for request an 
approval through this apps, because approval also need files to be attached for request evidence. 
 

1. On Mobile Phones / Mobile Devices 

a. Open Dingtalk by accessing Dingtalk icon   (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)  
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c. On the approval page, you can choose form that can be used for requesting approval. 
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d. Now we try one of the approval. FPPBJ Internal Astel Group. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Management Information System - 2020 

 

Dingtalk for Requester - 4 
 

e. Fill the needed fields. Fields with red dot is mandatory/required. Don’t forget to attach the 
files. 
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f. If you already finish fulfill the form, you may check the workflow below the form. If the 
workflow suit for your form, you may submit them. 
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g. After you submit the form, it will be shown up to the approver’s apps via messages or 

approval menu. 
 
View on message (mobile apps) – on approver’s apps : 

 

 
 
 

View on Approval menu (mobile apps) – on approver’s apps : 
 

 
 

 
h. Now you can just sit back and relax, while monitoring your request through your dingtalk 

apps. 
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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). 
 

 
 

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

 

https://apps.unias.com/appsnew/download/
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d. On the approval page, you can choose form that can be used for requesting approval. 
 

 
 
 

e. Now we try one of the approvals. FPPBJ Internal Astel Group. 
Fill the needed fields. Fields with red dot is mandatory/required.  
Don’t forget to attach the files needed to support your approval request. 
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This is how you choose the Department: 
 

1. On the Department field, click the field and it will pop up new window, click select 
from hierarchy  

 
 

2. After you click on the select from hierarchy, the hierarchy will show up. Click after 
you find the desire department 
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3. If you already find the Department, click on the circle to choose and then click OK to 
continue to the approval form. 
 

 
 

Note:  Make sure you choose the correct department, because this will be recorded by finance 
team for another process. 

 
f. If you already finish fulfilling the form, you may check the workflow below the form. If the 

workflow suit for your form and approval matrix, you may submit them. 
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This is how you check the approval workflow: 
 

1. After completing fulfilling the request form, you have to add and check the approval 
workflow. 

 
 

2. Click the + button, and add the user. You can add the user by clicking the ‘select 
from hierarchy’ OR you can search by name. 
 

 
 

 
 

Note: if you can’t find the name, means that the user is not joining Dingtalk yet. 
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3. Click the name , and click OK if you already find the user. 
 

 
 

 
 

4. The user you choose will show up on approval workflow. 

 
Note: if you find another + button again, means that the approval layer is multi select. 

You can add more than 1 person for approval request based on your needs. 
 
 

5. After adding user to workflow, you must check the complete approval before you 
submit the form. 
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g. If you already submit the form, the request will be shown up to the approver’s apps via 
messages or approval menu. But you also can monitor the progress from you side as a 
requester/initiator. 
 

 View on I started menu (desktop app) : 
 

 
 

h. After the request get full approval, you can continue to the next process depending on your 
business procedure. 
 

i. Now, all you need to do is to monitor your approval request process. 
 

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

 
 
 
 
 
 

mailto:itsupport@unias.com

