
How to view, edit, or delete approval 

processes (documents) ​

After logging in to the OLISS Web side, users can access the System Settings - Process Definition 

interface (Step 1). In the top right corner, they can select and view processes by type (Step 2). 

Clicking on any approval process will display its details (Step 3). By clicking on the copy, edit, or 

delete buttons that follow, users can perform actions such as copying, editing, or deleting 

approval processes accordingly (Step 4). Clicking on the Edit button takes users to an editing 

interface where they can modify the process according to the steps shown in Figure 2. Finally, 

after clicking Save, the modification of the approval process is successful.​

1、Click to enter the  workflow interface;​

2、Search for process types by keyword;​

3、Click the target approval process to view details of the process;​

4、You can perform operations such as copy, edit, and delete on the approval process 

separately according to your needs.​

Click Edit to enter the approval process modification interface;​

You can modify the name, priority, and notes as needed;​

Select the processing role, whether it is editable, fill in the node name, warning days, select the 

CC role, CC settings, and you can also delete or add new recipients;​



If you click OK, the process modification will be successful.​


