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eForm and Workflow System
For MJ@I@IJIJ Worker

Document and Workflow Management 2.0
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e Introduction

Agenda

e Solution Overview

e Automatic Data Capture

e Web 2.0 eForm and Workflow

e Web 2.0 Document Management System

e Demonstration

o Q&A
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About Asta Systems Limited
* Leading software provider in Hong Kong

e Over 15 years experience in DMS & Workflow

* Hundreds of customers in HK and Worldwide in

different sectors
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Management

Enterprises, Governn z

Retail & Distribution, \_’_ f

Telecommunications

Content
Repository
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The Challenge

 Long approval process
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Filling forms, Checking records, approving,
Photocopying & Filing ... : hotocopying & Filing........ Notifying, updating HR

v : system, photocopying & filing
Sick Leave Manager Sen. Mgr. : :

. — — — |Confirmation
Application Approval Approval

(?i (/@ (?i
Del ivery

1-3 days — 1-3 days —> 1-3 days — 1-3 days
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System Overview
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! Lperience H Business Process Automation Business Process Administration
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eForm is routad \
: spproval
Real-tme task tracking,
including no. of online
users, system log etc.
Customer Initiates form J/ ’
request through web - ‘ ¥ W
browsers = » / _ N
/.\\ ¥ .. " L e e 7 ’
eForm can be printed into Archiving into DMS !
PODF with eSignature

Gomprahensive Workfow Plannig o
immediately, If any

| —
Solving the problem,
if any

Organization Chart Web base Stabistics

Process Designer eForm Designer
Designer J Reports

BRRA AR A S 7 o
: ¥ AsTA

Office of the Government Chief Information Officer
ror@ERDE



Workflow Management Components

Software eForm
Development Designer
Kit

Trip Application Form G
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Designer =

Web Client
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eForm Designer

¥ studio [Mew World] * ;Iilil
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¥ studio [New World]

Process Designer
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Organization Chart Designer
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* Tree like Organization Chart Designer

* Integrate with HR system

Integrate with LDAP
Unlimited hierarchy level

* One role multiple persons
* One person multiple roles

¥ Studio [New World] *
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Web Client- Mobile approval

66 Deputy Information & 'E My Task 2
+Deputing nobody’s task currently. 2 You hava 18 todo items(0 records task agent)
NumlPriority{ Process Name | Name . Sender | Init Time
& Quick start process Z 1 |Normal HROO1 - Application For Business Trip Fill-in Form S.C. WONG UAT 2014-03-18 16:14
|
[ (5 o “4 | 2 Normal HR0O2 - Application For Leave Fill-in Form S.C. WONG UAT 2014-02-17 14:44
Q Tty to-add MyFaverite process/app by Star Icon 3 Normal HR002 - Application For Leave Fill-in Form S.C. WONG UAT 2014-01-19 16:34
bbutton
- 4 Normal HROO2 - Application For Leave Fill-in Form S.C. WONG UAT 2014-01-14 17:44
't ;
Calendar & 5 Normal Trip Expenses Claim Flow Fill Form S.C. WONG UAT 2014-01-07 18:47
more
2015-01-19 MON
SUNMON TUE WEDTHU FRI SAT ? Process Shortcut =
1. :2: 3

»HROO02 - Application For Leave

4 5 6 7 8 934
11 12 13 14 15 16 17
18 R 20 21 22 23 24 = Trip Expenses Claim Flow
25 26 27 28 29 30 31

» HROO1 - Application For Business Trip

» Contract Renewal

£ = = = =

» Document Approval
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Secure Mobile e-signature

A\ ' 1B 8% o PR M

BB w 4
Office of the Government Chief Information Officer -f\\l'h“‘“ ASTA '

TALRRDE



SME
Nl Cloud Promotion Campaign

AR Pk Workflow Engine

Support different types of workflow to meet the complex business need

* Workflow Engine
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« 33 ready to use reports

« WYSIWYG Report Designer R

« Department / Personal workflow metric i, [

«  Workflow statistics e | B EZEE
«  Workflow time analysis £ N s
» Unit Workload analysis e — ) == wm e e

Charting Type |Pie Plot v

Top Newed Root Task T — .-....n:

Web base reporting

3 Asta Office Suit Frame Work - Microsoft Internet Explorer
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Vendor Master(Local) = 3|

Vendor MasteqOverseas)= |/ f)

Home  Help Leoff  User: Agentflow Adm

Workflow | | (ZTop Ranking Charting Type |Vertical Bar Plot v
Workspace @ Top Newed Root Task F)
Document @ Top Complete Root Task
Collaboration €& Top UnComplete Root Task To P Newed Root Task Semices \,em,:,s =12 e
Administration @ Top Complete Member Task Travel Expense Raqueste |
Report @ Top UnComplete Member Task 20
(H Organization Unit Task Load 28
@ (ZMember Task Load e
Report (R Department Task Load
(Z SubDepartment Task Load

(i Department Member Task
Load

(& Under Project Root Process
Task Load

(ZAmong Projects Task Load

(ZUser-Defined Member List
Load

[Assets (vAS) = 122

Task Num

(ZUser-Defined Project List
Load

(H User-Defined Root Process
List Load

Booking Request CRDOCVER  Checklistand Report  Leave Application  Account v
Workllow v
< | >
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e Used for OS-integrated security

e Integration with Directory Services for user authentication to ensure
Mmaximum security

e Synchronizes with directory service for user/group information
e Supports Windows Active Directory and LDAP services

e Supports single sign-on for authentication

FA Windows

Active Directory and LDAP SSO

EREEHW: [tk
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® R B Rt ETRO) <<

[T single sign on AEPP using NT Domain Controller.
INT Domain Controller: ad-server

The request from the specified IP(s) will be excluded to use NTLM sign-on scheme. Use ',' to seperate.

127.0.01
[JExpand the members when selecting a role or department.
Display waiting image while system is in processing. -
. . »
Single Sign On
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THE RESULT
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Before Workflow Applications

* Fragmented, Partially Automated Processes

* Slow response to rapid changing market

Customer The Company Supplier
J Phone

Paper /

Paper /
Fax

Fax

| [T T|

Normally take 5 - 10 days to complete a process
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After Workflow Automation

Complete End-to End Process Automation

Customer The Company Supplier

Shorten the process to 1 to 2 days

Office of the Government Chief Information Officer

BRI AR 1l &
: W AgTA

THERRDE



SME
Sl Cloud Promotion Campaign
\@ T T

APPLICATION
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Human Resources Management
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HR management is always one of the important parts in a
company. To be fair and just, HR staffs have to uphold
prudence, select the right person in recruitment process,
build a systematic training mechanism, standardize
performance appraisal, and construct a flexible
performance-oriented pay scale. Every employee has an
impact to the company, a good one can bring
immeasurable productivity. The key to become an
excellent employee is not only due to an employee’s
competence but also affected by the HR management
environment. A healthy management can inspire and
motivate employees to take full play of their potentials.

Rapid growth and business expansion can sometimes be overwhelming,
human resources management becomes increasingly difficult to manage
and supervise. If we do not digitalize and standardize HR processes, it
would generate a great loss on money, time and resources.

BUFRGREH I AR

Office of the Government Chief Information Officer

an

" ASTAT

EERARE



v

’;‘, ME
Cloud Promotion Campaign
EITTRY LT

&

-

General Inefficiencies of Corporate Human Resources Management:

Not smooth cooperation between departments would cause recruiters don’t meet the needs
of corresponding department.

Long time of employee entry process and demission process leads to employee
dissatisfaction, resulting in the loss of talent and re-employment opportunities.

Employee performance appraisal isn’t standardized, which makes it unfair.

Random payment raise and bonus, employees will lose working passion after comparison.

Suggested processes:
! e Employee entry /demission process
H s Q ﬂ e Employee reassignment processes
a \R e Job recruitment and training process
e Annual leave / leave application approval process
e Replacement of overtime work by rest day approval process
e Attendance management process
e Performance appraisal management process

At ATY By % % KMNE N
B RERFHOR IR AR | 7 jid,

—ilp-
Office of the Government Chief Information Officer Al AS TA y

PATERDE



C 1 Prot C ®
‘%?ﬂ TRl ]
Value:

- Helps to optimize the recruitment process, hiring appropriate people.

- Makes you have a full control of company structure through its easy-
operated HR chart designer and permission settings.

- Workflow saves all HR data for you to use.

- Improves employee satisfaction and reduce the loss caused by frequent
change of staff.

- Fair appraisal and payment, bonus distribution built by workflow helps to
keep talents.
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THANK YOU !
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