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1. Logon to ERP Launchpad

SR feorett faieaur forora feifares
Jharkhand Bijli Vitran Nigam Limited

FLMPORTAL
User yashfim
Password

Change Password

Copyright © 2018 JBVNL. Al rights reserved.
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2. Click on FLM tile

Home

FLM APP
FLM FLM
Files DAAK
e
FileTrTra T 2 yard Tray

3. Create new file

Click on FLM Files
Tiles

2 <« # SAP SAP File Lifecycle Management
FLM WorkCenter
5 £ NT 72N\ AN AN\ 70\
(0) (@ (B3 &) (&)
@ \g/ o/ \_:_]_/ \&/ =/
Intray Draft Cabinet Substitute Shared Sent
Search
Status  Name Due Date Respond By  Priority Activity Created by
DPR FOR APPROVAL _
@ 14.06.2018 Very High Information YASH FLM
DFR Letter2/APDRP-01/01/14.07/2017-2018
Letter for approval of Document required for
@ NIT 26.06.2018 very High Information  YASH FLM
Letter No-10/IT-01/26 06/2018
Workorder Attached and the drawings aein
submission 13.06.2018 Very High 9 YASH FLM
a Processed
Work Order 1/CE-CE(S&D)-134-13 06 2013
Click on create
Techno Cmrﬁrrcial part of NIT
i‘& 1st TEC RepoIt.0n Techno Commercial gart of 11.06.2018 Very High Information YASH FLM

£ Create

N 245 BRAE YN Tder ADE-Head

Q Search

Type

DPR Letter

Letter

Work Order

First Tec
Report

Received ...

27.06.2018

26.06.2013

13.06.2018

11.06.2018

@
Q
&

al =
Received Ti...
10:06:06 >
09:47:59 >
17:28:18 >
12:54:39 >
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4. Click on file hierarchy

Select file type

Search

Click on JBVNL
ORGANATIONAL

[ JBVNL ORGNATIONAL GROUP

5. Selectrequired file type { Letter}

Select file type

Search

Drait For Approval

Choose required file
type {Letter)

Office Note

Memo

2 W ®

Letter

Circular Memo
U.1.O Note

First page

Buff Sheet

First Tec Report

Tec Report

&
8
&
&
8
8
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6.

Choose atiribute values

&0 G S SAP File Lifecycle Management v Q
{ Create File
Choose required attribute
for each dropdown Input the today date & YEAR
#ile No. LrNo Department R Date Year
LetterNo - CE(SER) / /
Qverview Description A
Load Descrption Tempiate i

This
indica
tes
the
file
appro
val by
thic

Type: | LETTER
Created On: | ThuJun 26 2018, 21:57:52
ealed By | YASHFLM

*Due Dt TRy

P P o
EEEE|
[ 2

B I U |EEEE futhy v ~ Bod

T

Priort
Select Priority

*unject

Enter short
subject

7|Page

Enter short
subiect

This is an
area where
main text will

be entered
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7. Enter main text (content)

|

This indicates
the file
approval by
this due date

Tvpe: | LETTER

Select Priority

Created On: R0 2018 215752

ter by YASHFLM

Enter short (/£
subiect

e Date.| 28.Jn 2018
ooy Very High

Subject Approval forthe

IR TR

8|Page

This is an

area where
main text will
be entered

Destription

Load Descrption Template

[ Click this button to

expand description area m

= | FntFamly + Fane

T thisdrop down, you |
5{ céé\vtfhoose the required

deseription template

* Detarled terms & conditons will be communicated later on.

N Ho, BV

you are requested to kindly depute Sri Atul Kumr Vishwakarma at Nigam Hor Ranchi
immedately without any frther deley

i

Yours fathfully,

Execufre

Engneer IT)

L

Copy the already
existing matter
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8. Choose Purpose atiributes

File Aftributes

PROCESS

*PROCESS:

Notes

SAP File Lifecycle Management v

Create File

Select the Process related to
File type from drop down

DLADAGE
rURFUIL

g $PLRPOSE: ||

7 9 Documents

B I U |

- = = ‘
1

E = | FontFamiy - FontSie

= =

References (0)

Cuments (0)

Previous Ul Version Documents (1)

Select the
Purpose from
Drop down

Private To wv | | Enter Name

O post || () Clear

9|Page
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Enter other details.

PROCESS PURPOSE

*PROCESS: | Training o *PURPOSE: | TENDER : Through Limited Mode o

When you click this attachment icon,
system opens a pop-up through which
external document (Attachment), Another

FLM file.

This is an area where the file
processing should enter their
remarks/comments and post into FLM

Nates 7 @ Documents
Rerernmnﬂ iny = -
B I Ua|EEZE|Fontfy - FontSie ' i
SEEE[e ¥
Dear ir, No data
Curents (0) =
Please find the attached fila and send back ...,
Click on this icon to
expand for attachméatiz
Previous Ul Version Documents (1) D
Privaie To 02t | ® Clear
Click this button
to post the notes Save the file
into FLM file
[ 001 YASH FLM 15.05.201815:27:48 =

et @ sae [ Sen

10|Page
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10. Comments View and Atachments

A < B w SAP File Lifecycle Management v/

{ Create File

- 3
Notes 7 3 Documenfs Click on

attachment

References (0
| FentFamiy  Fomte B4
- .

No data

No data

Previous Ul Version Documents (1)
Private To v | | Enfer Name @ || Q) Post | | &) Clear

Expand this to see
posted comments

(7 001 YASH FLM 28.06.2018 22:37-23

Dear Sir

Please find the attached file and send back ...

MM |Page

i3 Print (] Save ‘MH_
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11. Document altachment.

12| Page

Add Attachment

*Document number

1

*Document Type:

Comespondence

*Attachment:

Browse.

Keyword 1:

Keyword 2:

Keyword 3:

Keyword 4:

Keyword 5:

OK  Cancel

Enter some
reference number

Click this icon to
attach a
document

After attachment
click on OK
button
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12. Another FLM file attachment.

13|Page

If you know the file number,
directly you can enter or
past here

*Fijle Number

X

Advanced

Or you can search the file through
advanced search
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13. Advance search file option

Search
Search file by using
Created by

Subject File Number

{ v Containg

Choaose

Click on search

button

required file
Number of Results

File Numb Subject Due Date Status Created by Created on Priority Processor

LefterNo:B/DEP 31.05.201
{05016 TEST1 31.05.2018 InProcess YASH FLM D151 High (%

Wil
EENOTPR ey L R e

4404 noinnan LA

d&éarch O Clear

File Type

Lefter

Lefter

T O ZUTT ZZ T

Lefter No:6/pur- ‘ . .05.2018 -
{05 050018 festfomroht  31.00.2015 InProcess YASHFLM S Medium

-
Letier No:affc 31.05.2018

| F F i M Medi
3?132018.31 052 prics 3.05.2018 InProcess YASH FLM 206 Medium

14| Page

Lefter

Lefter
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14. All attachments picture:

a € & SAP File Lifecycle Management v

{ Detalls

Basic Information  Notes & Documents — Workfow  Atiibute History

Click on OK

button
v Notes 7 1 Documents

Referencs (0] /

B I U&|E EE S oty |- FortSe - iﬁ Curens () ©pen the attachment by clicking the
P +__=| | ) attachment name.
— i Ea @
oo
Uploaded By - YASH FLM ; Uploaded On - 14.06.2018 17:42:43
Document Type - Correspondence
Add ToNoting - Add New Version
Private. . v || Eerheme @ [|QP.| @ cL
1 004 YASHFLMS3 27.06.2018 13:35:15 O

St @ safl § MoveToCabiet | Send | &

15|Page
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15. Workflow hierarchy (Sample)

Processors

Vv & YASHFLM1

Click on
selection
workflow and
add
processors in
sequence

16 |Page

Aty
Bein) Processe
Being Processed

Final Signature

Informa

This are called workflow
activities and are generally
used.

4

Start Date

506016123247

2606.2016 13043

2062015131110

26.06.201813:18:00

End Date

26.06.2018 093433

26062018 094178

26062018 094738

G e Sae G MoveToCabiet ‘))) Send ‘ g

After Selecting Workflow, save
the file and click on send
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16. Logon into second user for first level approval.

1S footeft faaur fororet feifdies
Jharkhand Bijli Vitran Nigam Limited

FLM PORTAL
User yashfimi
Password -

Change Password

Copyright @ 2018 JBVNL. All ights reserved.

17| Page
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17. Choose the tile

w

Home

Officer FLM APP
FLM APP
FLM FLM
Files DAAK
Click on FLM file tile
A&
File InTray Inward/Outward Tray
18. Choose file from In-Tray
test
@ R 21.06.2018 High Being YASH FLM
LetterN0:9/123-345/21.07/2018 Processed
SPC Letter for Award of work under s
e eing y
@ SPC Agenda Letter 1 Store and Purchase- 13.08.2018 Very High Processed YASH FLM
13.06.2017-2013
—— LOI for Appointment of special team
O @ 13062018 High YASH FLM
et LOI Letter. 1/R-APDRP-123/partll. 13.06.2018
SBD BIDDING REPORT
@ 12.06.2018 Very High YASH FLM
SBD Letter 1/Planning-01/336/12 D6/2017-2018
DFR letter
@ : 12081 12.06.2018 High Being M
DFR Letter: 1/GM({R-APDRP)-01/345/12.06/2017- i Processed v

2018

Click on incoming

file

Letter

SPC Agenda
Letter

LOI Letter

SBD Letter

DPR Letter

21.06.2018

13.06.2018

13.06.2018

12.06.2018

12.06.2018

Q
15:44:00 >
17:19:02 >
16:42:17 >
13:40:10 >
13:22:08 >

Refresh

reale Q Search

18| Page
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19. See basic description

g ¢ 6 w SAP File Lifacycle Management v/ q

{ Details

Letter No:10/T-01/26.0612018

Scroll down to see
Letter base information Very High
details

Basic Information — Workflow

Qverview =
Status: In Process
Track
Created by: YASH FLM m
Created on: 26.06.2018 12:16:23 Confidential
Last Changed By: YASHFLMS Serit. Ve Hi
Adity: - Tory. | Yefy g
Subject. Letter for pproval of Document required for NIT Due Dafe: | 2 .06.2018
Destription =

19| Page
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20. Notes & Documents area

2 & A HSAP SAP File Lifecycle Management v Q
4 Detalls
Basic Information ~ Notes & Documents ~ Workflow  Affribute History

v Notes 3 Documents -
( 3 References (2) =

Bl U = [ ronrny THPIS.Ore0zyQp have fo enter I

= your remarksand can check £ LetierNo6ipur-10/31.05/2018
EEEE[e v reference attachments Uploaded By - YASHFLM - Uploagd On - 27 06,2016 12448
Dizar &ir,

Please check the il

Subject - fest from rohit ; Document Type - FSieroll down to see
reference attachments
&

Uploaded By - YASHFLM? ; Uploa

Document Type - Correspondence

Curents (0) m]

21. Click on workflow area to see workflow participants.

Basic Information Notes & Documents Whrkflow; Atiribute History

In this areq, you can see workflow participants. ]

Processors Activity
This colour
indicates that the
file is presently
being process by
that user.

i &7 YASHFLM1 Being Processed

N &7 YASHFLM2 Final Signature

N YASH FLM

Information

Start Date End Date

27.06.2018 14:54:02 27.06.2018 11:26:13

27.06.2018 14:56:14 28.06.2018 10:47:07

14:17:08

If any user wants to
keep the file as
layover for some time,
click on this button.

& Print (@) Save &) Move To Cabinet | » Send H &«

20| Page
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22. File processed by all user and sending to file user.

Workflow

Basic Information  Nofes & Documents Adtribute History

Processors Activity
i & YASHFLM1 Being Processed
v & YASHFLM2 Final Signature

Information

This colour
indicates that the
file is already
processed by
that user.

Start Date End Date

27.06.2018 11:26:13

27.06.2018 14:54:02

27052018 145414 If any usepyyamts to.send

file back to previous user,
then choose this option

26.06.2018 14108

1 Shale

Click this button to send

23. Attributes History

* Send Fike

i5-Prini—E-save” &) Move To Cabinel i))) Send |

Here, you can see attributes
history and its log

Basic Information Notes & Documents  Workflow

Attribute Name Modified By Modified Date
Purpose YASH FLM 27.06.2018
Process YASH FLM 27.06.2018
PRIORITY YASH FLM 27.06.2018

Modified Time

14:35:01

14:35:01

14:35.01

New Value Old Value
Payments

Work Allocation

Very High 0

i print [ Save ) Move To Cabinet | ¥ Send

21|Page
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24. Send file to final user.

[2 Confirmation
_ Click on Okay to send file

Do you want to send this file to next approver for processing?

25. Print Preview of a file

Buff Sheet.3/IT-RPDRP-21.06/2018 Information
Buff Sheet Very High
Basic Information Notes & Documents Workilow Atiribute History
Processors Activity Start Dale End Date

¥ & YASHFLM1 Being Processed 27.06.2018 14:54:02 . . . .

. Click this nothings for print

4 & YASHFLM2 Final Signature 27.06.2018 14:56:14 preview

W YASH FLM Information 2808 anda 444708

Cover page and Workilow (PDF)

Notings-with Private (HTML)
Notings-without Private (HTML)

= Pint & Save §) Move To Cabinet | % Sen

22| Page
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26. Features of FLM FILE

8 ( "ﬁ\ o ': SAP File UfeC}'C\E Maﬂage Nt iy Tray  :If any user sends a file to you, then sygem updates in
‘In Tray’ section.
Draft : You create a file, but not yet send to anyqne then
FLM WorkCénter system updates in ‘Draft’ section.

Cabinet : If user wants to keep the file in abeyance, i en
system updates in ‘Cabinet’ section

B /7N AN AN AN AN/ 0\B

[ A / A / A A | } f }

@ '«\@ @ .\@ ‘.\85/ .@ @
Iniray Draft Cabnet ~ Subsffute Snared Sent Tracked

Search al =
Status  Name DueDate  Respond By Priority Activity Createdby  Type Received... Received Ti..
Approval of Buffsheet:Reg:transfer
nhBaE - VeyHioh  Infomaion  YASHFLM  BufSheet 28062013 104708 )
Buff Sheet 3/T-RPDRP-21.06/2013
DPR FOR APPROVAL
s - VeryHigh  Informafion ~ YASHFLM  DPRLeter 27062018 100606 )

OPR Lefter ZAPDRP-01/0114.0712017-2018

Letter for approval of Document raquired for
T BRAE - VeyHgh  Infomation  YASHFLM  Lefier 6062018 054759 )
LetterNa: 10/T-01/26.06/2018

Workorder Attached and the drawings
submission B - \ery Hign
Work Order.1/CE-CE(S&D)134-13.06.2018

Being

YASHFLM  WorkOrder 13062018 17:28:18 )
Processed

o B o B

Techino Commercial part of NIT

7 Cresle Q Seanch (, Refiesh
A ¢

23 |Page
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27. Features of FLM

8 L 4 SAP
6 /NT /I N\D
i/ \ Il A}
| | [ @ |
@ '\g/ \_/
Intray Draft Cabinet
Search
Status  Name

DPR FOR APPROVAL

NIT

submission

SAP File Lifec

Shared

FLM|WorkCenter
Sent

‘

I

: If any user sends a file fo you through shared mode,

then system updates in ‘Shared’ section.

: If you send a file to next file processor, then system

updates in ‘Sent’ section.

: If you enabled a track on functionality, then system

updates in ‘Tracked’ section.

Approval of Buffsheet:Reg:transfer
Buff Sheet. 3/IT-RPDRP-21.06/2018

DPR Letter:2/APDRP-01/01/114.07/2017-2018
Letter for approval of Document required for

Letter. No:10/T-01/26.06/2018

Workorder Attached and the drawings

/= \D o\ TN Tracked

I A} / \ / \ f

Substitute Shared Sent Tracked
Due Date Respond By  Priority
27.06.2018 Very High
14.06.2018 Very High
26.06.2018 Very High
13.06.2018 Very High

Work Order. 1/CE-CE(S&D)-134-13.06.2018

Techno Commercial part of NIT

[, Create

Q, search

24| Page

<l

Q

Activity Createdby  Type Received.. Received Ti...
Imormaion  YASHFLM  BufSheet 28062018 104708
Iormaion  YASHFLM  DPRLefier 27062018 100606
Imormaion YASHFLM  Letier 26062018 094759
B

e YASHFLM  WorkOrder 13062018 173818
Processed

First Tec

C, Refresh
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28. Choose the tile DAAK:

s/ Hoe Q

FLMAPP
Click on DAAK file

Tile

10:27 AM
T/24/2018

SQmEDO

25| Page
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29. Features of FLM DAAK:

a¢ay SAP File iecycle Management v Q

FLM WorkCentar &)

In Tray : If any user sends a file to you, then system updates im

! ./ \aD ./ \aD ./ (-)\1 ‘/ \.D ‘In Tray’ section.
L ﬂ “ ‘. @ “ ‘. L/ “ \. .‘ Draft : You create a file, but not yet send to anyone, then
N R system updates in ‘Draft’ section.
I Dt Catinet Sont Tiaked Cabinet : If user wants to keep the file in abeyance, then

system updates in ‘Cabinet’ section
Sent : If you send a file to next file processor, then system
updates in ‘Sent’ section.

<11

Search Tracked :If you enabled a frack on functionality, then system Q
updates in ‘Tracked’ section.
Status  Name Respond By Activity Created by Type Received Date  Received Time
No data

Click on create
Daak

[ Create Q) Search

26| Page
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30. Select required DAAK type.

27 |Page

Select Numbering Type

Search

ET INWARD DAAK JBVNL

] OUTWARD DAAK JBVNL

Cancel
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31. Input the Required field manually :

& & @& SAPL

<

*Daak Number INWARD Running No Department

SAP File Lifecycle Management

Daak

Year

DAAK / i1

Overview

Created On: | Tue Jul 24 2018, 10:29:29

Created By: | YASHFLM

/| 2018

*Subject: ; Approved lefter Sent to CE CRP

Enter short
subject

[ Enter Received wmmw ®
date

[ Enter Letter date

Enter Received
Mode

Enter Addressed
To

28| Page

Received Node: | S4P

Type: | INWARD DAAK JBVNL

“FTEHP)CELOR CEALES]
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32. Input the Required :Notes and Add Workflow:

Notes & Documents
Notes 7 {3 Documents
B J US E= = E \Vedana ~ fipt v A~ A~ (,ﬁ
- s - = £ DAAKI
=S =SEE ¢ v Uploaded By - YASHFLM ; Uploaded On - 24.07.2018 10:37:22 i
Document Type - Correspondence
oting  Add New Version
Enter Ur nothings
Private To

v | | Enter Name @ || Q) Post| | ® Clear

[ 001 YASHFLM 24.07.2018 10:36:35

m|
Workflow
Add New Workflow
Processors Activity Start Date End Date Status
V@ yasHrLM1 Information Not yet started
¥ & yashrLmz Information Not yet started

Add Workflow

29 |Page
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33. Please check the Daak in Next approver In-tray :

@2
Inray

Search

Status

X

FLM WorkCenter
@D D @ @D
Draft Cabinet St Tracked
Name Respond By Activity Created by
Approved letter Sent fo CE C&P

07.2018 Information YASHFLM

DAAKIZIT2018
Daak for spe etter

Informetion YASHFLM
DAAKAITTI2018

Select the Required
Daak

30| Page

Type Received Date
INVARD DAAK

m 24072018
INVARD DAAK

m 09.07 2018

g
Q| =
Received Time
00a )
08:01:25 )




FLM User Manual TYASH

Envision. Engage. Empower.

34. Select the respond by date :

Overview

Daak Number: | DAAK/2/IT/2018 Type:  INWARD DAAK JBVNL

Created On- | 24.07 2018 10:35:59 Status: | In Process

Created By:  YASHFLM Activity: | Information

Respond By | 24 Jul 2018 Track @

*Subject | Approved letter Sent to CE C&P

Received Date: = 24/07/2018
Letter Date: | 24/07/2018
Reference Number: | 01/2018

Received Mode: | SAP

Originally Addressed To- | CE(S&P),CE(O&M) CE(SALES)
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35. check the Workflow :

Workflow
Processors Actidty ~ Start Date End Date Status Note
Dear S
VA YASHFLM Infialor 2407201810, 2407.201810... Completed
Oletter for reference .
_ Read more..
VS yASHELA Information ~ 24.07.201810... nProcess

V' vy Iomaton Notyets.

Check the

Workflow ids Daak

Click on send

Please find tha atfached letter for refarence .
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36. check the Daak in Next approver In-tray :
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37. check the Nothings and Attachments :
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38. check the Final Approver :

Processors Acfivy  Start Date End Date Status  Note

Dear S,

y o Please find the attached letfer for reference .
VA ALY Infiator 2407201810, 24072018 10... Completed

Dletter for reference

Read more...

i ¥ Checked-CE(S&P
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Read more...
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