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1. Introduction 

1.1. The eWorkFlow System link 

http://eworkflow.correios.dsc.gov.mo/eWorkFlowGF 

2. Account registration 

The user need to register personal details when login to the system at the first time. 

2.1. Login account  

 

(1).Enter the user's account name; 

(2). Enterthe user's account password; 

(3).Click the login button.   

1 

2 

3 

http://eworkflow.correios.dsc.gov.mo/eWorkFlowGF
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2.2. Fill in personal details 

Fill in the necessary (*) personal details. 

 

 

2.3. Registration is complete 

After successful registration, it will come to the home page of the system. 

 

  

(Required) Please agree and click 
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3. Application 

3.1. eLeave application 

3.1.1. Account login and click “File Apply”. 

 

3.1.2. Click on “eLeave Application”: 

 

3.1.3. Click on “ ” button at the top of Leave Request page: 
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3.1.4. Then system show a “New Request” dialog box, for the leave type, there are three types for user to choose: 

A. Annual Leave; 

B. Reasonable Absence; 

C. Transferring Annual Leave; 

D. Annual Leave in Advance. 

 

  

A 

B 

C 

D 
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A. Annual Leave: 

 

(*).The number shows how many vacation that applicant can enjoy. 

(1). In Leave Type, choose Annual Leave; 

(2). In Leave Date (From), choose the date when vacation (or other time off) starts; 

(3).In Leave Date (To), choose the date when vacation (or other time off) ends; 

(4).In Total day(s), fill in the total day(s) of vacation except general holidays. 

(5).In Approval flow, choose approval work flow of leave application; 

(6). Showing the approver and approval order of selected work flow; 

(7).In First Approver, choose the first approver of selected work flow; 

(8). Click the Create button. 

  

1 

2 

3 

4 

5 

6 

7 

8 

* 
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B. Reasonable Absence: 

 

(1). In Leave Type, choose Reasonable Absence; 

(2).In Leave Date (From), choose the date when vacation (or other time off) starts; 

(3).In Leave Date (To), choose the date when vacation (or other time off) ends; 

(4). In Total day(s), fill in the total day(s) of vacation except general holidays; 

(5).In Approval flow, choose approval work flow of leave application; 

(6).Showing the approver and approval order of selected work flow; 

(7).In First Approver, choose the first approver of selected work flow; 

(8). (Optional) Click the Choose button, upload attachment(s) of leave application and the limit of upload up 

to 5 files; 

(9). Click the Create button. 

  

1 
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C. Transferring Annual Leave: 

 

(*). The number show how many remaining vacation that applicant can transfer. 

(1).In Leave Type, choose Transfer Annual Leave; 

(2).In Transfer Year, specify which holidays of year apply to transfer; 

(3).In Total day(s), fill in the total day(s) apply to transfer; 

(4).In Approval flow, Choose approval work flow of transferring annual leave; 

(5).Showing the approver and approval order of selected work flow; 

(6).In First Approver, choose the first approver of selected work flow; 

(7). Click the Create button. 

  

1 

2 
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4 

5 

6 
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D. Annual Leave in Advance: 

  

(1). In Leave Type, choose Annual Leave in Advance; 

(2). In Leave Date (From), choose the date when vacation (or other time off) starts; 

(3).In Leave Date (To), choose the date when vacation (or other time off) ends; 

(4). In Total day(s), fill in the total day(s) of vacation except general holidays; 

(5).In Approval flow, Choose approval work flow of leave application; 

(6).Showing the approver and approval order of selected work flow; 

(7). In First Approver, choose the first approver of selected work flow; 

(8). Click the Create button. 

  

1 
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3.1.5. After clicking the Create button, system will generate absence and annual leave application form and fill in 

part of information automatically, the applicant just need to fill in the rest of the form, submit this form by 

clicking Submit button. 
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3.2. Sign the application. 

After submitting the form, the system will ask user confirm by e-Sign. 

3.2.1. Click the e-Sign button to confirm. 

 

3.2.2. Either Smart Card or Signing Server can be used to confirm. 

 

A. Using Smart Card to confirm. (Firstly, applicant needs to plug in smart card issued by eSignTrust). 

 

 (1). Choose Smart Card option. 

 (2). Enter Smart Card Password of the applicant. 

 (3). Click the OK button.  

A B 

1 

2 

3 
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B. Using Signing Server to confirm. 

 

 (1). Choose Signing Server option. 

 (2). Enter Signing Server account name of applicant; 

 (3). Enter Signing Server account password of applicant; 

 (4). Enter the OTP code which obtained from the MOTP Apps of applicant’s smart phone. 

 (5). Click the OK button. 

 

3.2.3. After completing the application, the applicant can view the approval status through Processing, Approved, 

Rejected list. And also can view the staff of department who on leave through Leave Table tab. 

 

A. Processing list show which applications of the applicant that pending for approval. 
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B. Approved list show which applications of the applicant that have been approved. 

 

 

C. Rejected list show which applications of the applicant have been rejected. 

 

 

D. Leave Table show the staff of department who on leave. 
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4. Leave application approval 

This feature requires the approval authority. 

4.1. eLeave application approval 

4.1.1. After login click on “File Approve” in the menu: 

 

4.1.2. Click on “eLeave Application Approval”: 

 

4.1.3. The Pending list shows which application that pending to approval. 

  

 

 

 

 

  

 

A B 
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A. Click    button to approve/check the application. 

  

(1). (Optional) Fill in dispatch/opinion of approval; 

(2). Fill in dispatch/opinion of approval commonly / simply; 

(3). Click e-Sign button to confirm.(Please reference “3.2. Sign the application (eLeave application)” 

how to e-Sign with Smart Card or Signing Server). 

After completing the approval, view the approved records through Processed list. 

 

 

 

 

 

 

  

1 

2 

Application has been approved by two 

approvers 

3 
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B. Click    button to reject an application, prompt a dialog box to confirm. 

 

(1). (Optional) Fill in reason of rejection. 

(2). Fill in reason of rejection commonly / simply. 

(3). Click e-Sign button to confirm. (Please reference “3.2.Sign the application (eLeave application)” 

how to e-Sign with Smart Card or Signing Server). 

 

After completing the rejection, view the rejected records through Rejected list. 

 

 

 

 

 

 

  

1 

2 

Application has been rejected by 

approver 

3 
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4.2. eLeave application approval by alternate 

4.2.1. After login by alternate, Pending  list also show which application that pending to approve by holder during 

acting period. 

 

 

4.2.2. Alternate can operate (approve/check, reject) the application that pending to approve by holder. 

 

4.2.3. After completing the approval, the approval flow will show holder and alternate name at the same flow, a label 

of “acting” next to the name of alternate use to identify alternate, and “ ”appears in the alternate side 

indicates that the application has been approved by alternate. 

 

 

Approval Flow show the current approver is 

holder 

The Approval Flow also show the name of 

alternate, a label of “acting” next to the name of 

alternate use to identify alternate, and 

“ ”appears in the alternate side indicates 

that the application has been approved by 

alternate. 
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5. Account Management 

5.1. Set acting planner for approver (By normal approver) 

This feature requires the approval authority. 

5.1.1. After logged in system, click Account Management then click Forwarding to Superiors/Acting Planner. 

 

5.1.2. Click New Plan button at the Forwarding to Superiors/Acting Planner tab. 
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5.1.3. Fill in necessary information. 

  

(1) Choose department of alternate; 

(2) Choose alternate (at least have approval authority); 

(3) In Planned Date (From),choose the date when alternate start; 

(4) In Planned Date (To),choose the date when alternate end; 

(5) Complete by clicking Createbutton. 

 

5.1.4. Then system will prompt a dialog box, click Create button to confirm. 

 

5.1.5. Acting plan has been created at Forwarding to Superiors/Acting Planner tab. 

 

  

1 

2 

3 

4 

5 



e-Leave Workflow– (Quick Start Manual) 

Page21of24 

5.2. Change account password.  

5.2.1. Click Edit Profile: 

  

5.2.2. Fill in new password at Change Password tab. 

  

(1) Enter new password of the user account; 

(2) Re-enter again for confirmation; 

(3) Complete by clicking Changebutton. 

5.2.3. System will prompt message “* Password Changed”, then use the new password to re-login. (If login fails, 

contact system administrator) 

  

1 

2 

3 
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5.3. Upload signature picture. 

5.3.1. Click Upload Signature pic.tab, then click Choose button to choose the signature file. 

 * File type must be gif, jpg, jpeg and png. 

  

5.3.2. Select the image, complete by clicking Open button. 

  

5.3.3. System will automatically upload and store signature file. Then the Signature and “Saved!” will be shown 

after upload finish. 
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5.4. Change Personal Information. 

5.4.1. Click Change Personal Information tab, the current information has been shown and the following information 

can be changed. 

 

(1) Enter the new Staff Code; 

(2) Enter the new Full Name; 

(3) Enter the new E-mail; 

(4) Enter the new Title; 

(5) Click “Change”. 

5.4.2. “*Updated” will be shown after the update finish. 

 

1 

2 

3 

4 
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5.5. Edit Plano Individual de Ferias 

5.5.1. Click Edit Plano Individual de Ferias tab, if the feature of editing is not opened. Please contact the system 

administrator. 

 

 

5.5.2. Click Editor tab. 

 

(1) Year of  Leave Plan; 

(2) The date of plan start from; 

(3) The date of plan end with; 

(4) Click Add to add a new Leave Plan; 

(5) Planned Date To Leave; 

(6) Click Submitting to finish editor. 

-----------------------------------------------------------End---------------------------------------------------------- 
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