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Chapter 1

Step 1) Create Role:

e Go to — Admin module — Role.
e Click on Add.
e Click on Save.

——
Role User User Rights User Logs Workflow Alerts Control Login

& Add New Role & back to create role
Role Name*
8 soe | x owcs
Purchase Manager

Administration

Step 2) Create User:

e Goto— User.
e Click on Add.
e Fill the details and click on Create User

Role User User Rights User Logs Workflow Alerts Control Login

+ Add New User €= back to create user

User Name: Password: Confirm Password: E-mail:

Mobile: Selectrole License Key
Select v + Create User
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Step 3) User Right:

Select Role.

Select Right Type.

Select Rights, which you want to assign to, selected Role.
Click on OK then SAVE it.

Role User User Rights User Logs Workflow Alerts Control Login

& Set User Rights

Select Role Select Right Type Select Right For
Project Level Processes hd I Kanix Residency !!!

® Admin

Admin1 Select Rights

Administration [Enter here.

demoRale

Select All

Director

Executives Contracting - Contract Rate Approve

ForBelani

Manager Contracting - Contractor - Advance Recovery

Operator

Purchase Manager

Contracting - Contractor - Credit Note

Samstar Role

Senior Manager

SK ROLE
Sr. Manager

Contracting - Contractor - Debit Note

Contracting - Contractor - Invoice

SupportManager1

Test nov role
—O TESTER

oK Cancel

Process rights need to be configured Project wise from Project Level
Processes.

Menu Rights need to be configured module wise.
Accounts process rights need to be configured Company Wise from
Company Level Processes.
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Step 4) User Logs:

User Logs shows login details of users. It can be browsed user wise or module
wise. It has a provision to Kill user.

[Role User User Rights ser Logs Workflow Alerts Control Login

IR User Logs
Active Users ¢ User ID Module
Select User hd Select hd @
1 Kill Session ShowRows: 40 v Pagel 1 of16 E nE‘ =

. T R

suyog.bankar Engineering 07-Jan-2019 04:59:090 PM 192.168.0.61 192.168.0.61 Chrome71 Win32
a minal.saindane 07-Jan-2019 04:58:47 PM 192.168.0.123 192.168.0.123 Chrome71 Win32
a Pritam Purchase 07-Jan-2019 04:47:00 PM 192.168.0.68 192.168.0.68 Chrome71 Win32
(] shailesh Engineering 07-Jan-2019 04:38:25 PM 192.168.0.18 192.168.0.18 Chrome71 Wwin32
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Chapter 2

1) Account Config Setting:

e Select Email/SMS Account Linking.
e Click on Add.
e Fill the details and Save.

Email : Email Account through mails will be generated.
Display Name: Display Name on Mail.

Server Name: SMTP Server Name

Server Port: Outgoing Port

Role  User  UserRights  Userlogs  Workflow  Alerts  Control Login
Alert Configuration [NV TgevEC Wyl Transaction Log

[\ Alert Configuration ® Email Account Setting ©' SMS Account Setting

Email Account Setting

[+ add |
= e

support@kanix.com Support . |
mubudevlop@gmail.com Highrise - Help Desk s 1
amar.salunke@kanix.com Highrise Support s 1

Role  User User Rights User Logs Workflow Alerts Control Login

JEG T TE M Account Config Setting JRIEVEETL TN

O Alert Configuration @ Email Account Setting © SMS Account Setting

Add Email Account

Email Id * Password * Display Name Description
raghvendra.agrawal
Invalid E-mail!
Server Name* Server Port* SSL Enable Default Credential
False v False v
DeliveryMethod Remark



2) Alert Configuration:

e Click on Add.
e Select event from dropdown(Name)
e Fill the details and Save.

Header

Name
Select

m SMS PopUp  App Notification

Email Subject Er;off Email Body Template
Email BCC Sender Account Priority
Select v High

Last Executed on

e Email Subject : Subject of email of particular event.

e On/Off: Select it for ON event then it will be in Green Color.

e Prepare mail body template.

e Same process for SMS, PopUp and App Noification.

Highrise Admin Tool

Email CC

Validity in Outbox (in days)
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Chapter 3

Step 1) Create Master of user categories:

The workflow module of Highrise is used for multi-level approval for
different processes in Highrise ERP software. It works on role basis responsibilities
rather than user base. So you have to define first categories to which any document
would send for approval. The categories are defined in admin module.

Go to — Admin module — workflow menu — select category menu.
Click on Add Category.

Type Category (role) name.

Click on Save.

Repeat process for adding new category.

Add New Category

Category

AdminTool/Workflow/Category
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Step 2) Assign user category:

Users in admin module need to be assigned to respective categories. All the
users including those who may be just creators of token document that need to be
approved in workflow shall also be added to respective category.

e Go to — Admin module — workflow menu — user linking.
e Select user linking and check mark user whom you want to link with selected

category.
T N NN
Accountant F rFa |
Admin bill expenses 4 Click Here and Show which users are Linked in this Category | VA |
Dot Net Lead F rFa |
Executive Fy ra |
GM - Materials Bricks F rFa |

User List

|_labhishek.panhalkar
| |Aditya
|#|Admin
|| Admin1
|#|Administrator
/AdminNew
ladmintest
|Ajit
|Ajit desai

lamar salunke
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Step 3) Create token approval Map:

Any token document such as work order, purchase order, etc. if to be
approved by multi-level users then a process map need to be defined for that type of
token document.

To understand this let us take an example for Work Order.
In this example the Work Order generated from Highrise will require 4 level
approvals as shown in below diagram for Project 1.

Jr. Site engineer _| Sr. Site engineer _| Contract Manager
(Creator) | 1% level approver "I 2" level approver
Release work VP technical Legal [Consultant
Order < 4th level approver [¢ 3" level approver [*

In the above case Work Order is a Process and each work order number
generated from Highrise ERP is a token. Approval for the generated token can be configured
by the user to multi-level hierarchy varying from project to project i.e. for some other project
the approval may be required only for initial 2 levels. Also above approval maps can be set
based on value of work order. If the value of work order increases more than 1 crore then it
will go to director for approval in such case the separate map with value range need to be
defined.

Go to — Admin module — workflow menu — Token map.

Click on Add Token type.

Type details of token type name

Select document path where all pdf files generated from workflow to be
uploaded.

Enter value range low to high for which the defined map is applicable.
e Click on save.
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Token Type

Token_Type Caregory
Regular

Document Path Low Range
Please Select Location

High Range Fixed

AdminTool - Workflow—> Token Type & Map

e Click on Add Token type.

+ Add Token Type

-_mm—

Advance Approval 0.0000 99999999999999.0000 Not Fixed Modify | New Map | Remove

. Create New Map For this
- CustomerNameChanage 0.0000 10000000.0000 Mot Fixed Madifv | New m -

AdminTool - Workflow—> Token Map

e System will generate new MAP Id. Click on new generated map id.
e Click on (+)add row.
e Go on selecting ‘To category’ to which the token shall go after approval from
‘From category’ user.
e If you wish you can assign minimum days in which To category user shall
approve the token i.e. SLA days.
Click on save

Map Level
e L e e e
-Select- v Project Engine ¥ Project Enginet ¥
2 Project Enginer ¥ Project Manag: ¥ | |0 0 Project Manag: ¥ 9] Il [ f_
3 Project Manag v Project HOD v 0 0 Project HOD v (] [ @/7 IZI

10



Highrise Admin Tool

Step 4) Assign workflow map to project.

Highrise workflow facilitates to have different level approval flow to different
projects. In turn you can assign each project a separate type of workflow map even
for same type of process token.

e Go to — Admin module — workflow menu — Process Token.
e Click on New and Select Project and Process.

e Select required token map and click on save.

e Use delte to remove unused map.

o [

Projects: Process: Token Map:

! Kanix Residency !! v Requisition - Material Wise A Req Approve 5L To 25L => Map Id => 15 A
Waork Order Approve Map Table

Alert - Export outlook data > 2 Project Engineer

Purchase Qrder Approve > 3 Project Engineer Jr. Accountant

Purchase Bill Approve » m 1l Delete
Requisition - Easy Requisition &

11
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Step 5) Send Token document to workflow:

If Highrise workflow module configuration is on and the process map is
assigned to a process (i.e. requisition, purchase order, work order, purchase bill and
RA bill) for required project then on doing below actions a token would be generated
and send to approval as per approval flow assigned to that project and process.

Token would be generated for

1) Requisition on approval of requisition from Highrise purchase module.

2) Purchase order on save of purchase order from Highrise purchase module.
3) Purchase bill on save of purchase bill from Highrise purchase module.

4) Work order on approval of work order from Highrise contracting module.
5) RA bill on save of RA bill from Highrise contracting module.

For generation of above tokens user need to follow regular process of save or
approve. Below requisites shall be complied before starting generation of tokens. One
should follow below guidelines before starting use of workflow — first time as well as
when new user or new project or for new process map is created.

1) Check that all users (including creators - who would create tokens from Highrise
regular module) are added to at least one workflow category.
2) Check that required token map is created and proper categories are assigned in it.
For defined token map ensure that proper document path as well as value range
(amount range for which token map is applicable) is assigned. Document path and
value range is mandatory for generation of successful tokens. Note that the document
path created shall be shared to all users with read/write rights and should be
accessible from any user system. Use below document path id for different token
maps —

a) Requisition — 24) Requisition workflow

b) Purchase order - 5) PO workflow

c) Purchase bill — 6) Pbill workflow/approval

d) Work order — 2) Work order workflow/approval

e) RA bill —3) RA bill workflow/approval

3) Check that in process token window proper process name is selected while
assigning token map. Use below processes for different tokens —

a) Requisition — Requisition workflow

b) Purchase order - Purchase order approve

c) Purchase bill — Purchase bill approve

f) Work order — Work order approve

g) RA bill - RA bill approve

4) Check that all creators are able to generate PDF for token documents from their
login on their systems. For users who create PO/ Pbill/ RA bill and who approve
requisition/WO shall be able to generate PDF for respective documents.

12
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5) Create user name and password of users who will use workflow. The username and
password will be used from web module only. All concern users need to be created in
both desktop and web admin module.
Step 6) Login to workflow module

For approving any token user need to login to web workflow module. After
login on left side user will get categories in which he is working. On selection of
particular category he will get list of token map for which tokens are pending for his
approval.

‘I_I‘IL‘LILLJ]QS_E | Workflow v Hello, raghvendra.agrawal \ [f | é“'\m
Create Token Approve Token Token Browse
W View All Tokens — Select Project - v
Token Type Token Name From User Calegory To User Category
—All- v —All- v —Al- v
From Date To Date Search by Status
09/12/2010 B ooso1/2019 BHoo-a m
e — = == =
PO Approve 5Lto 10L  Purchase Order Approve_10(. Pending 29/12/2015  Project Engineer ~ Admin PROJECT-01(TYPE 1)
PO Approve 5Lto 10L  Purchase Order Approve_10(. Pending 19/05/2015  Accountant Admin PROJECT-01(TYPE 1)
PO Approve 5L to 10L  Purchase Order Approve_10(. Pending Admin 19/05/2015  Accountant Admin PROJECT-01(TYPE 1)
PO Approve 5Lto 10L  PO_52145(52145)_KANIX CL... Returned 28/07/2018  Project Engineer  pritam 1l Kanix Residency 1I!
PO Approve 5L1to 10L  P0O_52145(52145)_KANIX CL.. Pending 13/06/2014  Project Engineer ~ sagar.mittal ! Kanix Residency !
PO Approve 5Lto 10L  P0O_52145(52145)_KANIX C... Pending Token Created 13/06/2014  Accountant sagar.mittal ! Kanix Residency !

User can further click on search to get list of tokens pending for approval based on selected
criteria of project and date range. Select check box of tokens and click on approve for
approval of tokens. Use send back button to send token back to previous level. The remarks
can be given against each token approval. The token can be closed only by 1st approver

next to creator) of token map.
[ Highrise: x 4§ Y

€« C A [ localhostHighriseworkflow/Token_Browse aspx

Project Engineer

Purchase Order 13/01/2015

o, CrEsBIiEiE Approwe_10(14) 5] 7 -Seler ¥ Ir. Site Engineer
. Site Engineer — | Documents Pending Token _
% WO Approve - S0L to 500r a ]| J;:r;h;:? :I)ZS?L ] 174 Created _Selec ¥ shailesh.kshirsagar
# RaBill Approve
 CustomerhameChange Purchase Order 177012015 =
- B
@ purchase Order Approve - 0 to Approve_10(15) o e _ elet Project Engincer
sL — | Documents Retumed
- neo x| Purchase Order Qa 192 _Geles ¥ kanix
Bpprove - Dto 5L
1541072015
] 88 _ ~Selec ¥ Ir, Site Engineer
— | Documents  ————— | Pending nddt
5 RABll Approve o 203 e v admin
300372015
ReqWorkFlow 68097} | Req. no. 97 ~ | L1 91 _— —-Selec ¥ Billing Engineer
_— 50. @000 — | Documents Pending Token —
[X]| Requisition Apprave Ho. ot e =l @ 201 Created elec v shailesh.kshirsagar
Purchase Order 0970472015
Appresse_1(1) 0] 92 _— -~Selec v Billing Engineer
— | Documents Pending Token _—
]| Purchase Order a W Crested ~Geler ¥ shaileshikshirsagar
Approve - Do 5L
Trddia's first P anstractinn FRO Snfhaare Dewnered bae Kaniv Infrtech Dot 1 id h
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Step 7) Token browse and Token history:

All previous tokens can be browsed / viewed from token browse based on
available different filters. On clicking single token, the token history can be viewed.

[ Hahrise x QY S s
€ - C A [ locahost/Highriseworkflow/ViewTokens aspx ool =

Token History: PO_52145(52145) KANIX CITY SHRIRAM TRADE

Token Marme TokenType Token Description st A
PO_S7145(52145)_KANDC CITY_SHRIRAM TRADE | Purchas, e -iitn r. 13/06/2014
PO_57145(52145)_KANIX CITY_SHRIRAM TRADE | Purchase Order Approve - 0 to rove I, Site Engineer 13/06/2014
PO_S7145(52145)_KANDC CITY_SHRIRAM TRADE | Purchase Order Approve - I to rove: roject Engineer 13/06/2014

e 1] = Bl vl T+ [ EREC L=

Advantages of Work Flow Module

» With Workflow Process Compliance becomes mandatory — The process dose not get
complete or proceeds till assigned user dose not indicate his/her approval. By indicating the
approval the users owns the responsibility of the action. The approval process can be set
based on value hence allows responsibility sharing.

* Delegation becomes controlled.

* Dependency only on MIS reports is reduced and Management can get into a deeper role in
areas of concern by plugging themselves in approval chain.

* Since the module is web-based, user can participate in the process from any part of the
world; the dependency of being in office to forward approvals is eliminated.

* Email/SMS alerts can be sent to the user for approvals pending for more than “X’ days. The
“X” can be configured by the user.

* Since the entire design is “Role Based” and not “User Based” changing roles and
responsibilities happens seamlessly.

THANK YOU
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