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Multi Approval Process for SharePoint

Request, track, approve and manage the requested. Easy to use, configured, and very flexible

Overview

The Multi Approval Process is the add-in in SharePoint, Microsoft Team & Microsoft Outlook. It

supports the organization and creates a lot of approval systems without coding. It allows the

creation of unlimited approval systems, and unlimited workflows, and changes anything in the

system for consistency with your organization. End users easy to create & manage the request.

It provides all information to help the manager makes the approval. It is also a SharePoint

Hosted add-in, all data of the add-in saves on your SharePoint site. Very easy to use,

configuration.

Multi Approval Process

My Request

Status Al LOCSTV Approve All

D Department  Form Type Step  Status ) Requester Form Type Step Actions
My Task
y sk 6D HDR-00001 infomation Help Desk Request Finished  ([EEX) OTR-000011 Henrietta Mueller Overtime Request Manager Reject
Completed Technology
TVR-00001( Henrietta Muelle ravel Reques Manage »
Rejected DR-000015 Help Desk Request Finished ([N chrictia Mochier Fravel Request sriagex Reject
My A val OTR-000009 ! a v4 vertil es! A -
Ay Approval : 3 QTR Johanna Lorenz Overtime Request Manager Reject
00014 Infomation Help Desk Request IT Team
Requests of Department Sechilog
chnology R-000 rei Help Desk R Toom 5
= O HOR-000008 johanna Lorenz Help Desk Request IT Team Reject
All Requests Travel Request Manager
Search HDR-000007 Isaiah Langer Help Desk Request IT Team Reject
Recruitment Request Manager
Report1 H X Henrietta Muelle: elp Des T s
i HDR-000006 enrietta Mueller Help Desk Request IT Team Reject
Report2
Inf Help Desk Request T Team HOR-000! Adele Vance Help Desk Request IT Team .
Report3 T ESTOM  Approve
List Fields OTR-000002 Infomation Overtime Request Manager 0 HDR-000004 Diego Sicilian Help Desk Request IT Team Reject
Technology
Request Form Type ) )
Diego Siciliani Travel Request Manager Reject
Views Setting
g OTF 2 Adele Vance Overtime Request Manager Reject
Alex Wilber Recruitment Request Manager Reject

Currently, the add-in has 4 default approval systems

1. Recruitment Request: Finding and hiring the best and most qualified candidate for a job

opening, in a timely and cost-effective manner

o Workflow
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Recruitment Request Flow
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2. Overtime Request: Supports users to request overtime in the organization

o Workflow
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Overtime Request Flow
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3. Travel Request: Handling of the request and approval process of business trips

o Workflow
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Travel Request Flow
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4. Help Desk Request: Resolve end-user issues efficiently by simply automating the
complaint resolution process with ticket management

o Workflow
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Help Desk Flow
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Setup a new approval process

Create a new approval process
1. Open the app, click the Request Form Type link in the left menu

2. Click the New button

3. Input the title of the new approval system & order field
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Close Save

4. Click the Save button

Set up the request form
1. Click the edit icon of the new approval process on the Request Form Type page

2. Inthe Fields tab, click the Add button

3. Inthe page appears, choose fields that want to display in the form

Add Field

% Urgency Level | % Direct Report To D

4. Click the Add button & the Update Change button

5. To reorder fields in the form, change the number in the Order column

6. To remove the field in the form, click the delete icon in the Delete column

Extend Grid Workflows Configurations

+ Add
Order Display Name Static Name Type Delete
0 Competencies LT_Competencies MultiChoice i)
1 Cost Center LT_CostCenter Text Jii
2 Direct Report To LT_DirectReportTo Text o
3 End Time LT_EndTime DateTime o
4 Start Time LT_StartTime DateTime o
5 Urgency Level LT_UrgencyLevel Choice ]

Update Change
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Set up the workflow for the new approval process
Repeat the steps below when having a workflow process you want

Create a new step of the workflow

1. Inthe Workflow tab, click the Add button

2. Onln the page appears

Workflow a
Title hManager
Approver Is requester € () Yes @ Mo
Is manager €¥ Na
Select User €3 @ Yes (O Ne
Choose user from
All Users
f you s=lect the SharePoint Group, Please make surs that "Who can view the
membership of the group? in Group Settings is everyons
Next Step Enable condition 1
Field name Operator Value
Department Equal Infomation Technology Nane
Next Step
Requester
Requester
Human urce
Finisl'\-ec:lq:?0
kil —
O Enable condition 3
Default
Next Step
Human resource
Reject: back to step &
Hecosckiosten Back to Requester step
Can edit & (O Yes @ Mo
Active @ Yes () No
Ord
raer 2
Save Changes
3. Input the title of the step
https://Itaddins.com +84 946 579 539 support@ltaddins.com
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4. Inthe Approver section, it has 3 options
a. Isrequester: if select is Yes, the approver is the Requester who submits the
request. Ex the feedback & rating step in the Helpdesk Request
b. Is Manager:
¢ No: The app doesn’t automatically get the manager. The end-user will
choose the manager
e From User Info List: The app automatics get the manager who has been
configured on the User Info List page
¢ From Manager of Department: The app automatics get the manager
who has been configured in the Manager of Department page
c. Select User
¢ Yes: The end-user will select the approver when submitting/ Approving
the request
e No: The app will get the approver from the Assign To when
submitting/approving the request
5. Inthe Next Step section, it has 4 options: 3 conditions & 1 default. The priority order:
Condition 1 > Condition 2 > Condition 3 > Default. It means if the request hits
condition 1, the next step of the process is the next step configured in condition 1.
The same with conditions 2 & 3. If the request doesn’t hit 3 conditions, it will jump to the
default next step
a. 3 conditions: The field name only displays fields that have the type is Number,
Dropdown, or Sum/Count in the extended grid
b. 3 conditions: The next step only displays steps if the next step has: Is requester
is yes or Is manager is No or Select User is No
6. Inthe Reject: back to step section, this is the step if the approver clicks the reject
button
7. Inthe Can Edit section, if Yes the approver can edit fields when approving the request.
In the Can edit fields section, choose fields that the approver can edit. If empty, the
approver can edit all fields that setup in the Field tab

8. Active section: No it doesn’t use the step

Edit the email template
1. Inthe Workflows tab
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2. Click the hand icon in the Email template column. Up hand, the icon is the approved

template, and Down hand icon is the Rejected template

+ New Status: Active
Select Email
Edit  Title Assign To User  Next Step Order Active Templates Delete
&  Requester No Manager 1 Yes O Q )
&  Manager Yes Human resource 2 Yes g o
&  Human resource Yes Finished 3 Yes O Q )

3. Onln the page appears

Workflow =

CC Step

o [

CC User

Choose option

CC Current User

®Yes o No
Subject
Recruitment Request - [%ID%] - Approval
Body
Font~ = Formatting -~ = Fontsize - B I U A =E = = E = =E % &= =
DC % B BE 5 - % > B 9 R

You've received a new Recruitment Request. Approve it by accessing the link
below.
Please click [%Here%]

ID [%61D%]

Job Title [%LT_JobTitle%]

Department [%LT_Department%]

Numberof o | + NumberofPeopleRequired®]

People

Term nf -

4. Inthe CC Step section, add the step that you want CC in the email
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In the CC User section, add the user who you want to CC in the email

In the CC Current User, by default the app CC the current user if you don’t want this ->
choose No

Subject of the emaill, click the lookup button to add the field

Body of the email

Click the Save

Set up the Extend grid
1. Inthe Extend Grid tab

u]

Edit
Fields Extend Grid Workflows Configurations
+ Add
Title Expense Active @® Yes O No
Field Id: G3_Field10 o
Default
Title Type of Expense Type Dropdown Vel u Is required field
alue
. . Airfare:Local Transportation;Hotel:Meal:Participant FeeEntertainment:Other
List options
Format Example: Accounting:Human Resource;IT
Total None Allows display Total'in-— iy g, 25 Order 1
main view
Field Id: G3_Field11 o
Default
Title Description Type MNote <t 0 Is required field
Value
All display 'Total
Total None mows QEpay O itk 95 25 Order 2
main view
Field Id: G3_Field12 ]
Title Budget Type MNumber Default O Is required field
Walue
Formula [m} Is a calculated field
All display 'Total
Total None ows P ORI it 9 10 Order 3

main view

2. Input the Title of the extend grid & set Active is Yes
3. Click the Add button to add the field
4. The app supports 8 types

a. Single line of text
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Note
Number
Date
Dropdown
Checkbox
User

-~ 0o 2 0o T

5 Q@

Calculated: it only supports the number type
The default value setting supports — Single line of text, note, number & or dropdown
The Total setting has 3 options
a. None
b. Count: supports all types
c. Sum: Only supports the number type
7. The Allows display ‘total’ in the main view setting, checked my request, reports,

and search pages can display the total

Set up the format of the auto number, name of the approval process, attachment
1. Inthe configuration tab

Name Value

Title Booking

Format of Autonumber Tref Request- Number
Show Attach file in form (]

Active ® Yes O No

Order 4

% Update Change

Title: the name of the approval process

Format of Autonumber: allows change of the prefix & length of the number

Show attach the file in the form: if Yes, the attach files tab will display in the request
form to allow the end-user uploads the file

5. Active: Choose No if you don’t allow submit this request anymore

Design the print template
1. Inthe print tab, preview the print template

2. Click the Edit the Print Template to edit

3. Use the text editor tool to format the template

https://Itaddins.com +84 946 579 539 support@Itaddins.com



LTAPPS SOFTWARE CO.LTD

Address 1: 87/7 Banh Van Tran Street

Address 2: 7 Ward, Tan Binh District

City/State: Ho Chi Minh City
Country: Viet Nam

Zip Code: 700000

OVERTIME FORM

ID: [%61D%]

Request Description: [%LT_RequestDescription%]
Department: [%LT_Department%]

Start Time: [%LT_StartTime%)]

Total Hours: [%LT_TotalHours%]

Working or Waiting: [%LT_WorkingOrWaiting%]

Reason: [36LT_Reason%]

4. Or use the HTML format to edit the template

ernalClass13ECCC59D9BA4858A89951,

iv style="text-ali
yle="width:%6px;float:left;

t-align:center;

an style="font-si

</tbady>
</tab

<table class="table">»

"font-s

"font-siz

https://Itaddins.com

+84 946 579 539

Employee Name: [%LT_Requestord]

Type of OT: [%6LT_TypeOfOT%)]

End Time: [%LT_EndTime%]

Toil or Money: [%LT_ToilOrMoney%]

<font color="#8688ff">LTAPPS SOFTWARE

ddress 2: 7 Ward, Tan Binh Di
»City/State: Ho Chi Minh City <
y: Viet Nam</span></di

font colo:

support@Itaddins.com



5. If you don’'t want to use this feature, set the Active is No

Acive: OYes @No

Set up pages
1. Open the app, click the Views Setting link in the left menu

2. Click the Edit icon of the page that you want to edit
3. There are 4 types of page
a. My Task & My Approval pages: With this type, it allows display fields that have
the number/text/date type
b. My Request, Completed, Rejected & All Requests pages: With this type, it
allows display of all types of fields & allows configure the Sort By, number of
rows display
c. Search page: With this type, it includes all abilities of the previous type and
allows configuring the filter section
d. Report page: With this type, includes all abilities of the previous type and allows

adding texts to the header of the report

View My Requests -

Sort By Created Desc Limit Rows: 200
Please click "Update” button i:ar;-'C'an-:i
Order Display Name Type Width(%)
0 ID Counter
1 Department Choice 20
2 Form Type Lockup
O 3 Competencies MultiChoice
O 4 Compliance Asset Id Text
O g Cost Center Text

4. After completing all changes, click the Save Changes button

https://Itaddins.com +84 946 579 539 support@Itaddins.com
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Create a new field & add this field to the approval process
1. Open the app, click the List Fields link in the left menu

2. Inthe page appears, click the Add button at the top left
3. Inthe Create Column page, input the info & click the Ok button

Multi Request Process
_ Settings » Create Column o

MName and Type
ameand g Column name:

The type of information in this column is:

@ Single line of text

(O Multiple lines of text

(O Choice (menu to choose from)

(O Number {1, 1.0, 100)

(O Currency (5, %, €

( Date and Time

(O Lookup (information already on this site)

(O Yes/Mo (check box)
rson or Group
rlink or Picture
lated (calculation based on other columns)
O Image
QT u
(O External Data
(O Managed Metadata

d C
Additional Colurnn Settings Descriotion:

r

Require that this column contains information:
O Yes @ Mo

Enforce unique values:

CYes @ Mo

Maximurn number of characters

255

Default value:

@ Text O Calculated Value

4. Click the Request Form Type link in the left menu, click the icon of the approval
process that you want to add the field

In the Fields tab, click the Add button on the page that appears

Select the field & click the Add button to close the popup

Click the Update Changes button in the Fields tab

If any steps in the Workflows tab that use the feature Can edit fields, edit the step &
add the field to the Can edit fields field

© N o u
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Workflow

Title Requester
Approver

Stey
Next Step 0O  Enable condition 1

O Enable condition 2
O  Enable condition 3
Default

Next Step

Manager
Can edit fields
Choose option
D
Order
Employee ID
Name
Title
Department
Destination
Departure

Return

Update the existing field

1.

2
3.
4

Set up the manager of the user or the department

Open the app, click the List Fields link in the left menu
Click the edit icon of the field that you want to edit
In the page appears, edit the field then click the Ok Button

Click the Request Form Type link in the left menu, click the icon of the approval

process
Click the Update Change button

Set up the manager of the user

1.
2.

Click the Settings link in the left menu

In the Configurations zone, click the User info link

Configurations

General Configuration

Users Info

Manager of Department

https://Itaddins.com +84 946 579 539
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3. Inthe page appears, click the New item button

4. Input the user & manager fields

Multi Request Process
S
PRFUserInfo o

(® new item or edit this list

PRFUserinfo - New tem 4%9 X
All ltems === Find an item

v Manager

There are no items to show in this view of the "PRE " ABC
Commit Clipboard Actions Spelling

Spelling

User * Enter a name or email address...

Manager

Enter names or email addresses..,

5. Click the Save button

Set up the manager of the department
1. Click the Settings link in the left menu

2. Inthe Configurations zone, click the Manager of Department link

3. Select managers for each department then click the Update button

Department Managers

Hurr R
Choose option Update

Accoun ting
o Choose option Update

Set up the permission

The permission of the add-in that based on the permission of an item in the menu list. It means
if the user doesn’t have any permission to report items in the menu list, he/she cannot see the
report page. Follow the steps below to set it up

1. Click the Settings link in the left menu
In the Permission zone, click the Menu link

3. In the menu list, select the Search item -> to click Advanced -> Shared With in the
context menu

https://Itaddins.com +84 946 579 539 support@Itaddins.com
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Search 3 «aa havsearch [Pages/LTSearc]
Report1 3 share /Pages/LTRepaor
Report2 3 ... Edititem /Pages/LTRepor
Report3 # o Delete ltem /Pages/LTRepar
Views Setting # - View Item /Pages/Adminis
Settings 3 ***  Advanced = | Shared With I
List Fields #¢ «s navlistfields Eollow (
Request Form Type # === navconfigformreg Workflows [
Home 3¢ «ss  havhomel Alert me 3

4. Click the Advanced button

Share 'Search’ x
Shared with lots of people
Invite people .
Avery
Get a link
Shared with
CED
Ella -
EMAIL EVERYONE AD\.@N CED
| Close |

5. Click the Stop Inheriting Permissions icon on the ribbon

BROWSE | PERMISSIONS
e [
& &0 Q

Aanage Stop Inheriting Check
Parent  Pemmissions Permissions

Inheritance Check

& There are limited access users on this site, Users may hi
This list item inherits permissions from its parent. (Communi

MName
Communication site Members
Communication site Owners

Communication site Visitors

6. Select all SharePoint groups / Users then click the Remove User Permission icon

https://Itaddins.com +84 946 579 539 support@ltaddins.com
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BROWSE PERMISSIONS

[ ] ® of o

L =Y afy oo/ sl Q
lelete unigue Grant Edit User Remove User Check
permissions  Permissions Permissions Permissions = Permissions

nheritance Grant Meodify Check

& This list item has unique permissions.

MName

Communication site Members
Communication site Owners
Communication site Visitors

7. After that add the user who can see the Search page by clicking the Grant
Permissions Icon then add the user with the Read permission

Share 'Search

QOnly shared with you

Invite people
peop Averyx user3
Get a link
Shared with Harper
Showing 1 result -
HIDE OPTIOMS

Send an email invitation

X

[Rezd

v

N cees

8. Click the Share button

9. Repeat all steps above to Pages (Report, settings page) that you want to change the

permission

Customize the left menu
1. Click the Settings link in the left menu

2. Inthe Permission zone, click the Menu link

3. Select the item, click the Edit item link

https://Itaddins.com +84 946 579 539
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v Title Code
ol My Reguest # o navhome
Share
My Task 3 .
Edit Item

Completed % .
Rejected % .« Delete ltem| Edit ltem

- View [tem

.

My Approval s

All Requests 3 ** Advanced

=

Tl 2 --- nauvcoarrh

4. Edit the info

Title * [r\.#y Reguest ]
Code * navhome

URL Page ~ /Pages/TMyRequests.aspx?navpara=navhome

Crder By 2

Created at 3/10/2021 11:22 PM by [ System Account

Last modified at 3/10/2021 11:22 PM by L] Systern Account

Save Cance!

5. Click the Save button

General configurations (Datetime format, delete the request, ...)

Change the app title & icon
1. Click the Settings link in the left menu

2. Inthe Permission zone, click the General Configurations link
3. Inthe page appears, change any info & click the Update button

Name Value
App lcon (5 Choose Files | No file chosen Upload

Set up all users display in the Requester dropdown (All requests, reports, search pages)
1. Inthe General configurations page, select the SharePoint Group where the requester

field gets users

All Users (Display in view all requests, Al Users In Site Update
search, reports..)

If you select the SharePoint Group, Please
make sure that "Who can view the
membership of the group?” in Group
Settings is everyone

Note: If you select the SharePoint Group, please make sure that "Who can view the

membership of the group?" in Group Settings is everyone
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‘\
L\‘)

Set up the user who can delete the completed request
1. Inthe General configurations page, select the user who can delete the completed

request

The users who can delete the request Update

N

2. Gotothe Search page, find the request that you want to delete then click the Delete
icon at the right of the table

TVR-000014 Mason Infomation Technology Travel Request 03/11/2021 16:14 Manager % o
OTR-000013 Harper Infomation Technology QOvertime Request 03/11/2021 16:13 Manager L]
RCR-000012 James Infomation Technology Recruitment Request 03/11/2021 16:13 Manager i}

Set up the DateTime format
1. Inthe General configurations page, select the format in the dropdown

Date Format MM /DDAYYY .

MM/DDAYYYY
DD/MM/YYYY
MMM/DD/YYYY
DD/MMM/YYYY
MMMM/DD/YYYY
DD/MMMM/YYYY

2. Click the Update button

Integrations

This feature allows the sync of the request to the SharePoint list in the parent site where the app
is installed. After the request completed the process, the app syncs the request to the
SharePoint list.

To set it up, follow the steps below

- Going to the Integration page (Setting -> Integrations)
- In the Integration page, input the info & click the Create Parent List button
o List Name:
o Is Hidden List:
= Yes: The list hides in the parent site

= No: The list is shown on the parent site
To disable/enable this feature, select the active is yes/no & click the Update button

To update fields from Leave Request app to the parent list, click the Sync Fields of the parent
list button

https://Itaddins.com +84 946 579 539 support@Itaddins.com
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Multi Approval Process

Click the Create Parent List button to create a SharePoint custom list in the parent site. After the request finished, the app
sync the request to the list. You are able to use the Power Automate or other tools to sync the data to other systems.

List Name
Is Hidden List O Yes@ No
Active @ Yes O No

Click the Update button to update the title / hidden of the parent list and make the intergration feature is active or
inactive
Click the Sync Fields to the Parent List button if you make any changes fields in the Customize Form page
Note:
» if the type field (Leave Request) is ‘Choice’, 'Lockup” => the fype field (Parent list) is 'Single line of text’

» |f you change the type field and click the Sync Fields button, may result in a loss of data.
» Don't change the name of view "All items' of the parent list

Sync Fields of the Parent List

Leave Request - Field Name Leave Request - Field Type Parent List - Field Name Parent List - Field Type
Competencies Choice Competencies Single line of text

Cost Center Single line of text Cost Center Single line of text

Date Create Date and Time B Date Create Date and Time

Date Modify Date and Time Date Modify Date and Time
Department Choice Department Single line of text
Departure Date and Time Departure Date and Time
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