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Role Description

Maker Users who act as transaction creators or transaction data inputters

Reviewer User who functions as a Reviewer to validate transaction data that has been submitted by Maker (Optional)

Approver User who is tasked with providing decisions (Rejecting or approving Transactions) on transactions that have 
been sent by Maker (Can be arranged in a Hierarchical manner)

Releaser User who functions to provide decisions that have been approved by Approver (Optional)

Viewer User who functions to view Financial Reports only (Cannot make Transactions)
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NOTES: Prerequisite to have before set Workflow Setup
Can be set from: BBO Company Maintenance, BBO Onboarding and CFO Manage Company Menu
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Navigate to Signature 
Type page
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need to have the 
Signature type listing
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Click on the User ID Hyperlink
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Click on the User part
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Check is the user already assign 
to Signature Type
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Click on the Next
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Login as CFO 
Administrator using 
User & Company ID
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Menu: Administration > Workflow Setup

Workflow Setup

Fill in the 
Password1

2 Click on the 
Proceed
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Menu: Administration > Workflow Setup

1

Workflow Setup

2 Click on the Workflow 
Setup

Navigate to 
Administration

System will show the Dashboard 
Page
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Menu: Administration > Workflow Setup

Workflow Setup

1

Click Duplicate1

System will show the 
Workflow Setup > Listing
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Menu: Administration > Workflow Setup

Workflow Setup

1
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3
Click Next

Choose Setup that 
needed to change

Click on the Workflow 
Setup

1

System will show the Workflow 
Setup > Edit
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Menu: Administration > Workflow Setup

Workflow Setup

1

Click on the Submit

System will show the Review 
Details
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Open Mobile app, 
and Click Approve 
Transaction

Menu: Administration > Workflow Setup

Workflow Setup

1

1

System will show the Approve 
Transaction Pop-up
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Manu: Workflow Setup

Approve Transaction | Workflow Setup

If it succeed, system will show the Acknowledgement page




