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SysAdmin – Workflow Setup To maintain  simple and advance 
workflow for each module for selected corporate. For simple 
workflow, BO can determine number of maker/checker role which 
allowed to authorise the tasks (this is maintainable for each 
function). Additionally, this module also allows maintenance of 
advance workflow whereby authorisation flow can be set by certain 
condition such as transaction limit. 
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Menu: Administration > Workflow Setup
3Workflow Setup

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)



NOTES: Prerequisite to have before set Workflow Setup
Can be set from: BBO Company Maintenance, BBO Onboarding and CFO Manage Company Menu

Menu: Administration > Workflow Setup
4Workflow Setup

1

2

Navigate to Signature 
Type page
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need to have the 
Signature type listing



Menu: Administration > Workflow Setup
5Signature Type | Workflow Setup

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

7

1       

2

Workflow Setup

Login as CFO 
Administrator using 
User & Company ID
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Fill in the 
Password
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Menu: Administration > Workflow Setup

2 Click on the 
Proceed

Workflow Setup
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Click on the Workflow 
Setup

Navigate to 
Administration

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

1

Workflow Setup

2
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Click Duplicate
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Menu: Administration > Workflow Setup

1

System will show the 
Workflow Setup > Listing

Workflow Setup

1
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Click Next

Choose Setup that 
needed to change

Click on the Workflow 
Setup
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Menu: Administration > Workflow Setup

1

System will show the Workflow 
Setup > Edit

Workflow Setup
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Click on the Submit

System will show the Review 
Details
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Menu: Administration > Workflow Setup

1

Workflow Setup
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Signature Set Library

Rules Library

Authorisation 
Policy

Policy Setup
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Tab Description

Authorisation 
Policy / Policy 

Setup

1. The function of an 'Authorisation Policy' is to define which 'Signature Sets' are required to move a task on to the next workflow stage whenever certain 
'Rules' (Conditions) are met. This 'Rule' + 'Signature Set' combination is known as a Policy Item. There can be multiple Policy Items per Authorisation 
Policy.

2. Whenever a transaction fulfils the 'Rules' specified in the 'Policy Item', the 'Signature Set' that is coupled with the 'Rules' will be used to determine which 
'Signature Types' and how many of them are needed before the transaction can move on to the next workflow stage.

3. Within an authorisation policy, user also need to define below items:

• Anchor Currency: To be used during amount-based rule evaluation, regardless of the source currency, if no currency was specified for the 
Transaction Amount based rule ,the source amount will always be converted into the anchor currency before evaluation. Users can explicitly specify 
another currency when defining a Transaction Amount based rule. If this is done, then for that rule, evaluations will be performed in that currency 
instead.

• Sequence of 'Policy Item': To define the priority in which Policy Item will be evaluated by the workflow engine first. 
• Excluded User: To exclude specific user from approving the impacted transaction. 

Signature Set

1. A 'Signature Set' is a collection of Signature Types (configurable via BBO Company Maintenance) that must be collected for a transaction to move on to 
the next workflow stage. It defines:

A. The number of each Signature Type needed.
B. The sequence in which the Signatures must be collected (priority), if any.

2. BBO user / Corporate admin can define multiple workflow paths in a single Signature Set using OR operator.
A. System shall perform checking in CFO Task List, if the Signature Type is no longer applicable, system to remove the impacted transaction from 

the authorisers’ task list.
B. Consider sample signature set below:

Path 1: Assistant Manager (Seq 1, No. of Approvers 2)
Path 2: Clerk (Seq 1, No. of Approvers 1) + Manager (Seq 2, No. of Approver 1)
I. For transaction using this signature set, the transaction will be routed to the task list of 'Assistant Manager' and 'Clerk’

II. If 'Assistant Manager' approves the transaction, path 2 will be disabled, the task will be removed from 'Clerk' task list.
III. Vice versa, if 'Clerk' approves the transaction, path 1 will be disabled, the task will be removed from 'Assistant Manager' task list.

Rules Library

Rules are the conditions used to determine which Signature Set is used. There are 5 rule types available in the system
• Product (Provider Product Group, e.g. Transfer within CIMB Niaga)
• Payment Mode (e.g: Own Account)
• Highest Batch Transaction Amount (Highest transaction amount in the batch)
• Total Batch Transaction Amount (Total transaction amount in the batch)
• Initiating Account No. (Debit Account Number for Payment)
• Transaction Source (Data Entry - manual input via Data Entry / Template - load from Template)

Menu: Administration > Workflow Setup
14Authorisation Policy | Workflow Setup
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  S  T  E  P Menu: Administration > Workflow Setup
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Click on the Next

16

2

Signature Set Library | Workflow Setup

1 Login as CFO 
Administrator using 
User & Company ID
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Fill in the 
Password
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Menu: Administration > Workflow Setup

2 Click on the 
Proceed

Signature Set Library | Workflow Setup
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Click on the 
Workflow Setup

Navigate to 
Administration

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

1 2

Signature Set Library | Workflow Setup
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Click on the 
Duplicate
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Menu: Administration > Workflow Setup

1

System will show the 
Workflow Setup > Listing

1

Signature Set Library | Workflow Setup
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Click on the Add

Choose Signature Set 
Library

Click on the 
Authorisation Policy
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Menu: Administration > Workflow Setup

1

System will show the Workflow 
Setup > Edit

2

3

1
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3

Signature Set Library | Workflow Setup
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Drag Signature type that 
available to the 
Signature Set table

Complete the Signature 
Name & Stage

System will show the 
Pop-Up Add Signature Set

Click on the Add 
Signature Set Details
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Menu: Administration > Workflow Setup
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Signature Set Library | Workflow Setup
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Add another SIgnature 
set to create New 
signature set 
combination

Click on the Confirm

System will show the Table
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Menu: Administration > Workflow Setup
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2

1

2

Signature Set Library | Workflow Setup
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Menu: Administration > Workflow Setup

Signature Set Library | Workflow Setup

System will show the Edit 
page and show the Box 
Acknowledgement
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Menu: Administration > Workflow Setup
25

Rule Type Evaluation Type Field

Transaction Group • Is Not (ex: Task  ‘Is Not’ product A / Payment mode A /   Transaction Source A. Note: Is   
Not is for individual value)

• Not in (ex: Task ‘Not In’ product A / Payment mode A /   Transaction Source A. Note: 
Not   In is for multiple value)

• In (ex: Task is ‘In’ this product / payment mode /   Transaction Source. Note: In   is for 
multiple value )

• Like / = (ex: Task ‘=‘ or equal to product A / Payment   mode A / Transaction Source A)

Payment Mode

Transaction Source

Highest Batch Transaction
• = (ex: Transaction ‘=‘ or equal to A)
• In Between (ex: Transaction is ‘In Between’ A and B)
• Is Not (ex: Transaction ‘Is Not’ A)
• => (ex: Transaction is‘=>’/ equal or bigger than A)
• > (ex: Transaction is ‘>’ or bigger than A)
• <= (ex: Transaction is ‘<=‘ / Smaller or equal than A)

• < (ex: Transaction is ‘<‘ or smaller than A)
Total Batch Transaction

Initiating Account No.

• Is Not (ex: Task ‘Is Not’ product A / Payment mode A /   Transaction Source A. Note: Is   
Not is for individual value)

• Not in (ex: Task ‘Not In’ product A / Payment mode A /   Transaction Source A. Note: 
Not   In is for multiple value)

• In (ex: Task is ‘In’ this product / payment mode /   Transaction Source. Note: In   is for 
multiple value )

• Like / = (ex: Task ‘=‘ or equal to Initiating Account   No.)
• Account Listing (choose task   from Account Listing)

Rules Library | Workflow Setup
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Click on the Next2

1 Login as CFO Administrator 
using User & Company ID
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Fill in the Password
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Menu: Administration > Workflow Setup

2 Click on the Proceed

Rules Library | Workflow Setup
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Click on the 
Workflow Setup

Navigate to 
Administration

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

1 2

Rules Library | Workflow Setup
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Click on the 
Duplicate
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Menu: Administration > Workflow Setup

1

System will show 
the Workflow 
Setup > Listing

1

Rules Library | Workflow Setup
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Choose Rules Library

Click on the Add

Click on the 
Authorisation Policy
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Menu: Administration > Workflow Setup

1

System will show the Workflow 
Setup > Edit

2

3

1

3

Rules Library | Workflow Setup

2
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Choose References

System will show the Rules Details

Masukan Evaluation Type

Complete the Detail
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Menu: Administration > Workflow Setup

1
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Rules Library | Workflow Setup

Click on the Add4

1 2

3
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System will show the Edit page with 
Acknowledgement Box
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Menu: Administration > Workflow Setup

Rules Library | Workflow Setup
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Click on the Next

1

2

Login as CFO 
Administrator 
using User & 
Company ID
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Fill in the 
Password
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Menu: Administration > Workflow Setup

2 Click on the 
Proceed

Policy Setup | Workflow Setup
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Click on the 
Workflow Setup

Navigate to 
Administration

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

1 2

Policy Setup | Workflow Setup
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Click Duplicate
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Menu: Administration > Workflow Setup

1

System will show the 
Workflow Setup > Listing

1

Policy Setup | Workflow Setup
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Choose Policy Setup

Click on the Add

Click on the Authorisation 
Policy tab
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Menu: Administration > Workflow Setup

1

System will show the 
Workflow Setup > Edit

2

3

1

3

Policy Setup | Workflow Setup

2
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System will show the Add 
Authorisation Policy

Click Add

Complete the Detail
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Menu: Administration > Workflow Setup

1

2

1

Policy Setup | Workflow Setup

2
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Click on the Task 
Hyperlink

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

1

Policy Setup | Workflow Setup

1
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Click on the Add Policy Item

System will show the Policy Items
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Menu: Administration > Workflow Setup

1

Policy Setup | Workflow Setup

1
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System will show the Add 
Policy pop-up

Fill in the Policy Item 
& Signature Set field
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Menu: Administration > Workflow Setup

1

Policy Setup | Workflow Setup

1
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NOTES: Signature Type that dragged into 
same row will combine as “AND Operator” 
and on the different row as “OR Operator”

Click on the Confirm

Click on the Add Policy to 
add new combination for 
Policy Setup

System will show the 
available Role
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Menu: Administration > Workflow Setup

1

Policy Setup | Workflow Setup

1

2

3

4

2 Drag Role that needed to 
the Table

3

4
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Click Expand to see 
the Detail
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Menu: Administration > Workflow Setup

1

Policy Setup | Workflow Setup

System will navigate back 
to Policy Details page,1
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Click Update

Choose Exclude 
user as the Action
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Menu: Administration > Workflow Setup

1

Policy Setup | Workflow Setup

EXCLUDED USER

1

2

3

4

Click Add to Add 
User into the 
Exclude User List

2

Click Remove 
Delete the User 
from Exclude User 
List

3

4
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Click Save Sequence
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Menu: Administration > Workflow Setup

1

Policy Setup | Workflow Setup

1

System will navigate back to 
Policy Details page,
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Click Next
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Menu: Administration > Workflow Setup

1

Policy Setup | Workflow Setup

1

System will navigate 
back to Edit page,
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Click Submit
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Menu: Administration > Workflow Setup

1

Policy Setup | Workflow Setup

1

System will navigate to 
Review Detail page,



  S  T  E  P

System will show the Edit details and 
show the Acknowledgement Box
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Menu: Administration > Workflow Setup

Policy Setup | Workflow Setup
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Approval Process
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Click on the Next2

Manu: Workflow Setup

Approve Transaction | Workflow Setup

1 Login as CFO 
Administrator 
using User & 
Company ID
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Fill in the 
Password
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1

2 Click on the 
Proceed

APPROVER

Manu: Workflow Setup

Approve Transaction | Workflow Setup
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Click Transaction 
Hyperlink
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1

2

APPROVER

Manu: Workflow Setup

Approve Transaction | Workflow Setup

2

Navigate to side menu, 
Click Task List
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Click Approve

Click Yes
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2

APPROVER

2

Review transaction,

Manu: Workflow Setup

Approve Transaction | Workflow Setup

1
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If the transaction is succeed, System will show the Acknowledgement page
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APPROVER

Manu: Workflow Setup

Approve Transaction | Workflow Setup

Workflow Setup Signature Set Library Rules Library Policy Setup




