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Information

Information > Application Manags > Details of Information

| % || Update Information ||| Copy & Create ||| Delete

Thu 10/20/2022
Jim Parsons [System Information]

Notification of Our New Branch

Launched Batangas Office
Batangas Office was launched on October 19, 2022

Location === F =
Batangas City Hall Complex

P Burgos Street, Brgy. Poblacion 17
Batangas City, Batangas
Philippines 4200

Tel:+63 (043) 7231511
Fax +63 (043) 723 1558
ML 0000OTO0K

New Leader in this Office

CIP. Jim Peterson

Position- Director

Message:

“Hi everyane, we are welcome to drop by our new office, and prepara tea and coffee. Thank
you, Jim "

Period: Thu 10/20/2022 10-00 AM - Sat 12/31/2022 7-00 PM
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pplicant's Group Sales Siaf v
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HNGAPORE BHO0TING ASSOGATION
SNGAPORE BHOGTIHG ASSOCATION LEAVE APPLICATION FORM
LEAVE APPLICATION FORM
omr27i2023
- Yorei Toyods o ™0 3
S of NRICPassgon No
CPass0 N,
3 e No_ [ Type of Laave Appiied Piease Tick Accordingly
Na 1%;%  Pase Tick Accarangly . Arual Loave Annual L
Vo) - 2. Unpad Leave
s r— | Compassiormle Leave
{ Wi Laave | Miriage Leave
| Sarty Loswe | Saoy Leave
[ oniniey Oftintey

PERIOD OF LEAVE APPLICATION
No. | StariDaie | Day | EndDate | Oay | Wo.of Reasans
| | 1 | Days |

=) o

B, = =
- @ -
T - B R IRERH DA ER 1A

- 7, T e = S EN IS BT
e — B 2%

Authorze | Name Data/Time Commat
Apy Agdei 07727 348
Approve Administrato M
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2 Record(s)

ent file contains the data entered here are __[8) =-| C

& P4lFLE- (] | “Document Name
B &Root Folder 0 Erincigal
SE2ALL
12 Policy.
5 Sales
[ Accounting
B2 > Corporate Planning
[ Principal
[=]cT
BEHR
@ 3 Worldlow
2 Document Being Edited

0 lest

Owner Last Updated (History)
Administrator 11/07 10:43 AM

Administrator 0627 922 AM

Q&7

7 AMEDK

TE NV A]HE

Document Management > Accounting b0
1 Change Rights And Email Notification Settings X
| Create Document ||| Deiete | i -
Access Rights Settings Read (g Add () Update ) Delete () Email Notification
) e Grantable Rigins: | Everyone * Checked access rights will be granted to the selected users, groups and roles
B EzRoot Folder * Set Email Notification for the selected users to send an email nofification when a
EEzALL Folder Name: Accounting document is added, updated, or rolibacked in the folder
bﬂm! Created By: Administrator * The Email Notification option cannot be set for "Everyone”
e oK ~ Cancel |
{2 Accounting r ~ -
2@c e Planning | Selectl || Change Rights And || Remove |
[E2 Principal (m G... | Conditions Rights Email Notifi...
[=1c} 1 Accounting NEOL ExcludeSu.. Read Add z
SEoHR * If you remove "Read" right, the users, groups and roles will be removed from the list
& 23 Leave Aoplication —
= Bz Workliow ok || canca |
£ Annual Leave
I3 Overtime Application
£ Dairy Report |
£3.Demo Ioag }
EPEZA
(2 Mixnus

AN OFANDS

BT HILK— X?7 A IL\Z

AVEDERTE N RIEE

n/\’) ‘fﬁ“ﬁ%
71 /P%1ETE_JH5

FELEET)

FEWVNPCT WUITHEAWDEH L 7-
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Document Management > Histories

& || Rolback |
Hist... | Document Name Details of Update Owner
The content of the file was not updated.
Curr... Principal Administrator
Roll back to [07/24 11:34 AM]
The following file(s) were added.
@) 10  Principal = Designer.png Administrator

Roll back to [07/24 11:34 AM]

The following file(s) were deleted
« Designer.png

o] 9 Principal Administrator
The following file(s) were added.

Is) 8 « Designer.png

g
B

Administrator
Roll back to [07/20 1:43 PM]

The following file(s) were deleted
+ Designerpng

(@] 7 Principal Administrator
The foliowing file(s) were added.

« Philippines Development Plan 2023-2028 pdf Administrator

O
g
B

Rol back to [07/13 12:14 PM]

Last Updated

11/07 10:43AM

07/24 11:44 AM

07724 1143 AM

07/24 11:34 AM

07/24 11:33 AM

07720 1:43 PM
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& AppSuite > CRM > App Settings
T 1 ]iO)im| |§
i=Menu | Screen Design Part Management Access Rights (3 3
S
- . : Text (1 Li fed
[ Update | [ Cancel ||| Copy& Create ||| PrintPreview | i el i L
pr——— Drag and Drop - T 2
o
Basic Information [v] Check Box '§
=3
Type(’) Tax ID @ Radio Button =
I - E
(Not Selected) 8 Pull Down E
o
Country Company Name Headquarter/Branch B List Box g
(Not Selected) hd (Not Selected) v g
[[1z8 Number A
Address Billing Period s
[ Date
{5 Time
7, DaterTime
4 4 & Attachment Files
4
Detai) [#x%] Auto Calculation
Industry (") Establish Date Sector (") # of Employee rﬁ Rich Text
(Not Selected) w (Not Selected) w  Select User
PIC(") Position ﬁ— Select Group
[] Table Part
Phone Number Email Address
|:71J Reference List
Accounting PIC Accounting PIC Email Adress
Phone Number of Accountant Business Card
Select |
X sample file b 100.0 KB
X sample file txt 100.0 KB
X sample file txt 100.0 KB %
‘ »
| Update Cancel ||| Copy&Create ||| PrintPreview |
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Hacker

BASIC FREF I & BB INEE:E

FRE-ANOEYDIDE/NRT — K

INZ T, desknet'sNEOIZ 7 27 X3 %
7= DB DR A BASICEREE T,

BRI ERIET, AET
ZADYR7ZFHLET,

desknet’s NEO

%: Basic

- —

User

h IP Address Authentication
Restriction Strong
Password
Policy
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It is impossible to purchase Appsuite only because it can run on desknet’s NEO only.
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Philippine EDS Techno-Service, Inc.

Package: On-Premise

Number of Users: 800 users

Challenges before implementation
Official document management:

Before using Desknet's NEO, PET was using a network shared folder. Since the
shared folder it is readily available to everyone, various types of documents are
stored in different locations inside our file server. Such document kept in PET file
server was |ISO Forms, Official documents, Policies, Procedure and Manuals. It was
hard for new employees to locate these documents because it was not centralized
and properly controlled.

Room Reservations:

Previously we handled our room reservation using an excel file. However, we
encountered many problems using this method, example of the problems was:

. Duplicate room reservation.

. Conflict who made the reservation first.

. Deleting other members reservation.

. Complaints of user accessing the excel file (Room Reservation excel) but it
was open for a long time by other users.

5. Actual file (Room reservation excel) was accidentally deleted.

BON =

Results after implementation of desknet’s NEO

Official document management improvement:

After installing Desknet's NEO, managing and maintaining updates for these official documents
(Company Policy, ISO forms, Procedures, Manuals & HR-related documents) are now easy
and can be properly controlled. Now documents that were updated can be shared as a link to
PET members for their awareness.

PET has been using desknet's NEO for the last 6 years, and since that time we have not
encountered any major problems while using the Document Management function.

Room Reservations improvements:

With the Facility Reservation function of desknet's NEO, we can now easily find available free
time for our meeting rooms. This function is very useful to PET members, we can also make
advance room reservations to make sure our meeting with our counterpart is fixed based on
their plan.

In Summary:

¢ Desknet's NEO saves time and makes our work more efficient, in terms of managing and
recording official documents, as well as preforming room reservations.

* After our meeting with NEOJAPAN REP OFFICE, we became more interested in other
functions of the Desknet's NEQ's latest version such as the Workflow and AppSuite. We
can see potential use of these two functions to incorporate various company forms to
minimize our paper documents and possibly eliminate the need for it. For example, visitors
will not need to fill in forms for each visit in our office. With desknet’s NEO, we can have
them input their information on a tablet, and the approval can be quickly routed using the
workflow.

« For the future we are looking at a more efficient data collection for PET visitors & customers
(i.e. visitor information form and visitor picture) data can be stored directly in electronic form
and stored for a long time. No more space is needed to store paper documents.

16




Thank you

NEOJAPAN REPRESENTATIVE OFFICE
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