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Accessing The System  

● Go and open your preferred browser (recommend google chrome). 
 

1.A Process Flow 
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1.B Url of the System 

● Click and type the URL https://bforms.bevi.ph/ to access the system. 

 

1.C Login Page 

      -    Enter your credentials or login your company GMAIL ACCOUNT on Login with Google 

button. 

Login Form 

 

1.D Logging Out 

      -    Click the LOG OUT button under your profile link (see the picture below). 

 



Page 4 

 

1.E Changing account details 

      -    Click the PROFILE button (see the picture below). 

 

      -    Update your profile or change your password then click SAVE. 

 

    -    Update your picture and e-signature. 
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Document Module 

2.A Fill up Forms 

       -    Click forms you need to fill up. 

 

       -    Click the ADD FORM button. 

 

      -     Enter required fields or optional fields. 
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      -     Preview then Submit. 

 

2.B Access by Role 

• User and Approver Access 

My Forms – This tab contains all your submitted forms. 

 

My Forms Action Buttons 

• View – this button will quickly show your submitted form. 

• Edit - this button indicates that your submitted form has been declined or in drafts it 

also uses to edit the form so you can submit again. 

• Show – this button will fully show your submitted form. 

• Approvers - this button will show the approvers info of your submitted form. 
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For Approvals – This tab contains all submitted forms that requires your signature. 

 

For Approvals Action Buttons 

• Sign – this button indicates that you are the current approver of the submitted form 

and it will fully show the submitted form so you can approve (see the attached image 

below). 

 

• View – this button will quickly show the submitted form. 

• Show – this button will fully show the submitted form. 

• Approvers - this button will show the approvers info of the submitted form. 
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3. Rules and Notes 

 

Product Sample Request Form (PSRF)  

• Cost Centers will be based on selected Company. 

• Available stocks also will be based on Office Warehouse of selected Company. 

• Requestor is required to submit Gate Pass after the approvals of PSRF. 

• To fill up needed SKU quantity for your request, requestor must request Product 

Sample Stock Transfer (PSST) first and coordinate with SCM Department. 

 

 
 

Product Sample Stock Transfer (PSST)  

• Available stocks will be based on selected warehouse. 
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GATE PASS 

• There are 2 types of Gate Pass. 

 

1. Gate Pass – this gate pass is for non-stock items (Equipment’s, Materials, 

Documents etc.). 

2. Gate Pass (stocked) – this gate pass will only appear after PSRF approvals. 

 

• Both Gate Pass will have a generated QR Code after the approval of HR Department. 

QR Code must be shown to assign security to check and release the items. 

 


