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Setting up approvers (Approve)

System is used to determine default, all approvers. To prepare the work program to determine the details.
It should be determined by the set to ensure continuity in the system to start recording data in some important it
IS to make the system work more perfectly.

Users can set up additional information by pressing the "Setting"> "Approve" system to screen for setting
Approve shown.
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In the data set, the approval has 3 menu as follows;
= Menu that determines the approver.
= Menu that determines approval.
= Menu that sets the approver instead.

Contact Tel : 02-402-6141, 02-402-6143-4  Email : support@myaccount-cloud.com Website : www.myaccount-cloud.com


mailto:support@myaccount-cloud.com
file:///E:/งาน/เอกสารทั้งหมด%20myAccount%20Cloud/เอกสารการติดตั้ง%20myAccount%20Cloud/www.myaccount-cloud.com
http://www.myaccount-cloud.com/
Prosoft
Rectangle

Prosoft
Rectangle


Prosoft CRM Co., Ltd.
2571/1 Software Resort, Ramkhamhaeng Rd.Huamak, Bangkapi, Bangkok 10240 2

PROSOFTCRM Tel.:02-402-6141, 02-402-6143-4, 02-402-6561 Email: support@myaccount-cloud.com Website: www.myaccount-cloud.com

The menu is set to approver

Means creating a document approval authority by the authorized approver can verify the authenticity of
the document that the employee senta quote or purchase order.

1. Users can add approvers by pressing the "Approval Authority" to approve the items shown in Figure.

Setting

Company System General Accounting GL

€| @

Approval Authority

Cheque & Bank IC

Approval Rule Approval Substitute

2. The system will display a list of authorized users. Users can create data and approve it by pressing the
"New" button at the top right of the screen shown below.

< Approval Authority New  +
Q| e s 0 Action ~
(] Approver No. Approver Name Position Department Inactive
O A& 001 d1@u Sauda E:\"mﬂﬂﬁﬁ'n_n“j‘ Accounting
O A & 002 an35enl Tuuds L:ﬁv\ﬂﬂﬁqmizuu urunwaluladaisauna
O A & 008 FUAITIOL 91 ;:ﬁumﬁﬂ'{y-}‘i Accounting
O 28§ 01 AT sdaeaziad wilnauing WHUAWIENTUINE
O 2 & 012 Support Account daamsiheiadvaznissy Accounting
O 28§ 013 sl ggvis eIt m"wﬁﬂ"lﬁ@lmi:nu wrunwaluladaisaund
O A 8 014 auzna lad hwhiiud Accounting
O A § 015 asu lad ddansihetinduaznindu Accounting
O A § 06 w il g wrunwa Tuladaisaume
Y - ar = v = -
[ s 8§ 017 audng wanse HUWT wrunwaTuladasaumd
O  ®§ 018 audnd vad hiwifauaszuy wrunwa Ty ladaisaumna
O # ®§ EMP-00001 THAITIO TS dinnsthadyduaznindy wrunwaTuladasauma

O # § EMP170628-001

anmid ffs

iy

Accounting

-
1°2 L 20 v € - (]

+ Note: If the user wants to modify the approval by pressing the " ., " button to make corrections.
+ Note: I the user wants clear the approved by pressing the " & " button to delete the data.
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3. The system will display detailed information of the approver. Only allow users to select only those approved,

it will show the details. Automatically, the user can save the data by pressing the "Save" button at the top right of
the screen to save the data in Figure.

< New Approval Authority

* Approver EMP610602-001C Q| | Intws wsues Department DEP-003 Accounting

Position POS-006 it Remark

4. The user can enable / disable user authorization to stay active or deactivate data approved by pressing
"select approvers to open / close™> "Action™> "Active is to enable the user to approve” or “Inactive to disable
user authorization™ will be shown pop - up to the user to confirm the enable / disable user authorization form,

O Approver No. Approver Name Position

Department Active

Inactive
O 2§ oo1 EREEFITRHIEFITEL) L:huﬂ‘lﬁﬁrg'ﬁ Accounting

| s 8§ 002 an35enl Tuudd Wwhiauaszn wruaaTulafiasawna |

O # @ oo8 SUAITIU AU Wit Accounting

€@ Change Active Status Confirmation

Confirm inactive approver

Do you want to inactive approver 1 items?

= Note: If the department has already approved the activation information. Users will not be able to use the
approved device.
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Menu that determines approval
Means the system can be divided into 2 Approval, the system is to approve the document order. And
approve a sale only.
1. Users can add approved by pressing the “Approval Rule" to create a list of approved Figure.

Setting

Company System General Accounting GL Cheque & Bank IC CRM Approve

Approval Authority Approval Rule Approval Substitute

3

2. The system displays the data entry screen. Users can create data and approve it by pressing the "New"
button at the top right of the screen shown below.

< Approval Rule New  +
Q|| P | Action ~
0O Menu Subject Default Auto Approve  Department Approve Type Inactive
() # ® Purchase Order dhagawid PO (amiinaa) Approval Level
O # ® Purchase Order auid Approval Level
() # B Purchase Order Tudsdia Accounting Approval Level
O # ® Purchase Order ausienuddusiy Approval Level
) # ®§ Purchase Order auild PO wnundndia Approval Level
) # ® Purchase Order auiifludodia Approval Amount
() # ® Purchase Order awsiianansdedia Approval Level
() # ® Purchase Order auiiEludodia Approval Amount
() # B Purchase Order msauidludedin Approval Level
() # B Purchase Order audidludedia wrunmaTuladaisaw..  Approval Level
O # ® Purchase Order Tudsdia Accounting Approval Level
(0 # ® Purchase Requisition msauﬂ'ﬁluﬂaﬂ}’j’a Approval Number Of ...
() # B Purchase Requisition nsausialuadia Approval Number Of ...

< qoz o 20 v r tems From 28 V]

+ Note: If the user wants to modify the approval by pressing the " .~ " button to make corrections.
+ Note: If the user wants. Clear approval by pressing the " & " button to delete the data.
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3. The system will display information such as the approval of the topic, the user must enter Information

marked "+
There are 2 approval systems in the approval menu, which are.

®  Quotation is the (uotation system approval.
®  Ppurchase Order is a purchase order approval system.
Type Approval is divided into three categories :
= Approval hierarchy is authorized to approve more than one order from the highest to the
|owest position.

= Approved by supervisors was that the authority in the highest position or who has authority to
approve documents.

= Approved amount is set to the default amount to the amount approved in the end.
Alert types are divided into two categories :
= Email notifications to approvers, the system will send an automatic email to approvers.

= Send an e-mail message to the person responsible, the system will send an automatic email to
the person responsible.

When people fill out completely. Users can save data by pressing a button “Save" on the right side.
Screen Applications to save the picture.

< New Approval Rule Save - ‘

*Menu Quotation v Default Approve Type Approval Level v

* Subject audld luauasan

Auto Approve Set to use for company

Department Q Reminder Send remind email to approver

4 Send remind email to owner
Remark g
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4. User can enable / disable Approval to stay active or deactivate data. Approved by pressing the "Select
authorization to open / close™> "Action"> "Active is enabled approval”or "Inactive is disabled approval“will
show Pop - up to the user to verify. Enable / disable the following information,

O Menu Subject Default Auto Approve  Department Approve Type Active

Inactive

() # ® Purchase Order éhadwawii PO (dmwihaa) Approval Level

¥ / B Purchase Order auslé Approval Level

(J # B Purchase Order Tudedia Accounting Approval Level

€ Change Active Status Confirmation X

Confirm inactive approval rule

Do you want to inactive approval rule 1 items?

« Note: If the department has enabled information to approve it. Users will not be able to use the data.
Approval repeat.
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Authorization menu instead

The approval means the time period used for the approval is the case that the issuer is unable to approve
the document by an authorized representative has the right to approve all the documents that the issuer has the
right to approve it. The recording approver Instead, set how long you want the approval instead. Starting on how
much Till date, how much to approve to retumn the original documents as.

1. The user can add information to approvers by pressing the “Approval Substitute" to create a list of
approved agents Figure.

Setting

Company System General Accounting GL Cheque & Bank | (@ CRM Approve
v ~
£ & @

Approval Authority Approval Rule Approval Substitute

2. The system will display a list of authorized users. Users can create and approve the by pressing the
"New" button at the top right of the screen shown below.

< Substitute Approver New + ‘
Q|| P | Action ~
(] Substitute Approver Main Approver Start Date End Date Inactive
O # ®§ Trainning 23 annid i 03/07/2018 04/07/2018
O A B suaisso s ERIEIRGIERIET) 12/03/2020 13/03/2020
O A B dwu Suanda TUAITTOL 91T 01/05/2020 31/05/2020
O Z 8§ éewiyganuia EIAPEIGHE 08/02/2019 31/12/2019
O Z 8 %5 luul d1m7u Fgauda 01/05/2020 06/05/2020
O A 8 o3l Tuudd EREVRHIERIEL) 01/01/2020 29/02/2020
O A B Sasz Sesainv EREURHIERIEL) 08/02/2019 09/02/2019

+ Note: I the user wants to modify the authorized representative by pressing the "~ " button to make corrections.
+ Note: I the user to remove the authorized representative by pressing the " & " button to delete the data.
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3. The system will display detailed information such as the approval of the principal. Authorized
Representative the approval of such user must fill marked "+ are required, users can save data by pressing
the "Save" button at the top right of the screen. To save the data in Figure.

< New Substitute Approver
* Main Approver EMP-Admin Q Aas: Amsding * Substitute Approver EMP-00001 Q| suAITIOL WA
* Substitute Date 01/06/2020 B To 30/06/2020 A Remark

4. The user can enable / disable user authorization instead to stay active or deactivated. Information approved
for it by pressing “select approvers override to turn on / off"> "Action"> "Active is to enable users authorized
representative™ or "Inactive to disable user authorization instead “the system will display the Pop - up to the user
to confirm the enable / disable the user to approve the following.

O Substitute Approver Main Approver Start Date End Date Active
Inactive
O # @ Trainning 23 anaf fuls 03/07/2018 04/07/2018
S B suaissaL 9 A0 fyauia 12/03/2020 13/03/2020 |
O A B deudavia THAITIO 91U 01/05/2020 31/05/2020

€ Change Active Status Confirmation

Confirm inactive substitute approver

Do you want to inactive substitute approver 1 items?

« Note: If the department is to enable the user to approve it. Users will not be able to use the information. Approval
of the repeat.
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