Business Card Digital Request Process
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Why Digitize Business Request Process
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Forms

e

Travel Declaration Form

Business Card Requisition Form

AA 8@ itegicsingapore sharepoint.com

SharePoint

J Save

New item

Requested Card Type *

Requested Card Quantity *

Employee 1D *

Employee Name *

Job Title *

Department

Step—-1

Employee completes Business Card Requisition Form.

This form can be found on Yoma Employee portal.

After completing form press “save”.
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https://bit.ly/3iTj6nS

Approval Request for Business Card Form

Microsoft Flow <maccount@microsoft.com=
To @ Myan Lin Aung

Click here to download pictures, To help protect your privacy, Qutlook prevented automatic download of some pictures in this message.

Need to get them Urgent? : True
Step—2

Requested Card Quantity : 100

Employee Full Name : Nyan Lin Aung

The Form will be automatically e-mailed
to Manager for approval.

Employee Email : nyanlinaung@yoma.com.mm
Employee Job Title : IT Solutions Coordinator
Mobile Number : 09798842509

Department : Group Tech (o
3930C -J
. °
Entity : GS5

Office Address : The Campus, 1 Office Park, Rain Tree Drive, Pun 9 C° C COO)° 2070 COD’) <
Hlaing Estate, Hlaing Tharyar Township. Yangon 11401, Myanmar. O%CD@"? @8.00 56 GC\.,?,Pm 3‘)8
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Office Tel (Main) : 01-3687 766 e?@?(ﬂ?%@g@@ﬁﬁ(}%(\g%@&ﬂ)m
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Web Page : yoma.com.mm

Manager/HOD's Name : nyanlinaung@yoma.com.mm
Link: Review to Request

Get the Flow app to receive push notifications and grant approvals from anywhere. Learn more

This message was created by an automated workflow in Microsoft Flow. Do not reply. Microsoft
Corporation 2020.




Business card Printing in Progress
Approval Reguest
To @ Nyan Lin Aung
{E:}This message was sent with Low importance,
Dear Myan Lin Aung,

Your request for Business Card is printing in progress.

Regards,
Admin Team

15t E-Mail Notification

Step-3

Once the admin approved the form, Admin
department will process the request.

After Admin department has processed the
request, employee will receive notification in
employee’s email to pick up the business
cards

Business card has issued
Approval Request
To @ Nyan Lin Aung
IZ::E:ZIThis message was sent with Low importance.
Dear Myan Lin Aung,

Your Business Card can be collected from Admin Department.

Regards,
Admin Team

2nd E-Mail Notification
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Support Contacts

Email - askhr@yoma.com.mm helpdesk@yoma.com.mm
Hot Line : +95 01 368 7766

Extension : 8911/8302/8303/8305

Mobile Phone No :+9509 777 225858
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