
PSR

New Item
Add or Change 

New Colour

Sample to Seal

Data to Seal

New Colour to Existing Item(s)

Data to Seal Colour Panel

Colour Panel

Sample Carton BP AI CA
SHF's Signed 
Colour Panel

check to make sure 
factory have the 
colour panel

SHF's Signed 
Colour PanelBP AI

If AI no product code, then no need 
seal (depends on customer format)

check to make sure 
factory have the 
colour panel

1.  New Design / Structure
2.  Change Factory
3.  Change Handle / Leg
4.  Change Structure / Outlook

Raw Material Sourcing

Milestone 1

Milestone 3

CDDC prepare 
line drawing

Marketing 
submit LD to 

customer

Customer 
Approved

Customer 
Rejected 3D

Revise 3D and LD

CDDC save 3D 
into PDM

Marketing inform CDDC D&D get files 
from PDM

Change state &  tr igger D& DCustomer 
request sample

SSR issued
Marketing issue SSR Check Material 

Stock balance
Marketing Check from PDM

D& D Check from PDM

Order Material

D&D
Prepare BP

(save in PDM)

Manager
check and 

approve from 
PDM

Rejected

Need sample 
only

Revise 3D

Need sample & 
AI

PDM auto print 
PDF to PK 

Sample Team

PDM auto 
convert 3D into 
Composer file

PDM trigger 
D&D to

prepare AI

Manager 
check and 

approve from 
PDM

Rejected
Revise AI

Approved

Approved
PDM auto print 

PDF to PK 
Packing Team

Sample Done

Structure 
Rejected

Approved

Submit 3D to 
Designer

Small Revision

PDM auto 
convert to 
SAT files

Designer get 
SAT from PDM

Customer 
Review

3D, BP, AI
Final Check

Manager 
check and 

approve from 
PDM

Approved

Choice New sample
for CA

Use same 
sample
for CA

PDM auto print 
AI PDF to PK 
Packing Team

PDM auto print 
BP PDF to PK 
Sample Team

Sample Done

PK Packing 
Team 

hand draw
draft CA

D&D do
draft CA 

(digitisation)

Manager
check and 

approve from 
PDM

Approved

Rejected

PDM auto print 
AI PDF to PK 
Packing Team

QC do
drop test

Revise CA

D&D
revise CA

Manager
check and 

approve from 
PDM

Approved

Rejected

PDM auto send 
email with 

hyperlink to 
factory

Question :
PDM can compile all BP, 
AI pdf into 1 email?

QC
seal BP & AI

Rejected
D&D revise

BP & AI

Manager 
check and 

approve from 
PDM

Approved

Rejected

Revise CA

Factory do
FA sample

FA sample
done

QC seal
sample & carton

D&D
revise

BP, AI, CA

Change
file state

File state setting with 
only admin can delete

the files

Factory
access data
from PDM?

Manager
check and 

approve from 
PDM

Approved

Rejected

PDM auto send 
email with 

hyperlink to 
factory

PDM notify 
marketing get 

final AI

Marketing 
submit to 

customer for 
approval

Customer
Approved

New Sample?

Revise 3D

Need Sample

No need
sample

consider

Get quotation 
from supplier

Get hardware 
sample

QC check 
Hardware

3D librarian
create

Hardware
Approved

Rejected

Price
Approved

Inser t hardware in 3D

D&D insert 
hardware
into 3D

D& D Check from PDM

PP Project 
received in 

Wrike

3D proposal

CDDC Designer D&D

Build 3D
in 3ds Max 
software

Build 3D
in Solidworks

Microsoft 
Whiteboard

Affinity 
Publisher

Microsoft
Paint

Solidworks

Moodboard view

Fast
Fastest

Normal speed but detailing

CDDC suggest only final 
3D upload to PDM

Discussion with 
Marketing in

Wrike

RejectedApproved

Revise 3D

Submit to 
Designer

Submit to D&D

Prepare 
Single View

Render
(3ds Max)

Prepare 
Single View

Render
(Keyshot)

Submit Render 
to

Marketing 
in Wrike

Rejected Approved

Designer 
Prepare

Room View

Revise Render

Send LD to 
Marketing

Question :
in PDM or in Wrike?

If D&D propose the 3D

Keep Sample at 
showroom?

Check in 
Sample in PDM

Yes
Sell Sample

No

No

D&D prepare 
product label

in PDM

D&D prepare 
LD, PD, PPS 

(HCT)
in PDM

PDM send to 
Marketing

Marketing send 
to Customer for 

approval

Approved

Change
file state

File state setting with 
only admin can delete

the files

If require 
changes

Request Change 
in PDM with 

stated comment

If require 
changes

Request Change 
in PDM with 

stated comment

Manager to 
approve the 

changes request

Manager to 
approve the 

changes request

Approved
Change
file state

File state setting with 
only admin can delete

the files

If require 
changes

Request Change 
in PDM with 

stated comment

Manager to 
approve the 

changes request

Marketing CDDC D&D

Marketing CDDC D&D

Roles in PP and PDM

Create PP in Wrike Create folder in PDM Create folder in PDM

Update PIS in 
Dropbox

PIS

1. Collection Name
2. Product Name
3. Colour
4. Size
5. Structure
6. Special Design
7. Testing Standard
8. Quantity per Carton (CA)
9. Bed Base Type
10. Bed internal Size
11. Max Weight per Carton
12. Carton Size (CA)
13. Board Grade
14. Paper Specification
15. Main Material
16. Customer
17. MOQ
18. Manufacturer
19. FOB Port
20. Handle details
21. Leg details
22. Other accessories
23. Type of labels used
24. Special request

What we really need in PIS to trigger M1B

1. Collection Name
2. Product Name
3. Colour
4. Size
5. Main Material
6. Special Request
7.

Create PIS

Upload to DropBox

Attach link to Wrike

Copy link from Wrike

Save file into PDM

Attach link into a file

Create SSR

Upload SSR to Wrike

Create PSR

Upload PSR to Wrike

SSR

1. Prepare By
2. Product Code
3. Product Description
4. Product Size
5. Colour
6. Qty
7. Remarks
8. Customer
9. Report No
10. Contact Person
11. Complete Date
12. Product photo
13. Sample purpose
14. Important notes

Roles in SPO

Create SPO

Upload SPO to Wrike

Create Master 
Loading Plan

Update PIS

Update Master 
Loading Plan

Create 3D

Create BP

Create Customer 
Required Documents

Create AI

Create CA

SSR

1. Prepare By
2. Product Code
3. Product Description
4. Product Size
5. Colour
6. Qty
7. Remarks
8. Customer
9. Report No
10. Contact Person
11. Complete Date
12. Product photo
13. Sample purpose
14. Important notes

15. Product label
16. Handle used
17. Leg used

PSR

1. Prepare By
2. Product Code
3. Product Description
4. Product Size
5. Colour
6. Qty
7. Remarks
8. Customer
9. Report No
10. Contact Person
11. Complete Date
12. Product photo
13. Sample purpose
14. Important notes

15. Product label
16. Handle used
17. Leg used

SOLIDWORKS PDM - WORKFLOW

Under Edit

CDDC, D&D

Pending Review

CDDC, D&D, 
D&D Manager

Pending Approval

CDDC, D&D, 
D&D Manager

Applied to CD, BP, AI, CA, LD, PD, PPS (PDF and Original File)

Send Review

- D& D submit CD 
to CDDC for 
review

- D& D submit AI  to 
BP Leader  for 
review

No Approval

- CDDC self 
approved CD

No Approval

- D& D minor edit 
data
"Note: Approval 
must have name"

Send Approval

- D& D submit AI  to 
Buddy for final 
check

- D& D submit CA 
to Buddy for final 
check

- D& D submit BP to 
Manager  for 
approval

Send Approval

- D& D submit CD 
to Manager  for 
Approval

- D& D submit AI  to 
Buddy for final 
check

Prototyping

CDDC, D&D, 
Manager, Purchasing,

Sample Team, QC, 
Marketing

On Hold

CDDC, D&D, 
Manager, Purchasing, 

Marketing

Released

CDDC, D&D, 
Manager, Purchasing,

Sample Team, QC, 
Marketing, Operation

Under Minor Edit

CDDC, D&D

Obsolete

CDDC, D&D, 
Manager, Purchasing,

Marketing

Approved

CDDC, D&D, 
Manager, Purchasing

Approved

- Manager approved 
data

- Buddy approved 
data

Send Prototyping

- D& D send data to 
Sample Team 
and/or Factory for 
prototyping

Release

- D& D send data to 
Factory for 
production SPO

Release

- D& D send data to 
Factory for 
production SPO

Change

- CDDC / D&D / 
Manager require 
changes on data

Make Obsolete

- I tem discontinued 
or dropped

Make Obsolete

- I tem discontinued 
or dropped

Undo Obsolete

- I tem revived

On Hold

- D& D On Hold 
prototyping

Resume

- D& D resume 
prototyping

Minor Change

- D& D request 
minor change to 
data

Minor Change

- D& D request 
minor change to 
data

Major Change

- D& D request 
major change to 
data

Under Minor Edit

CDDC, D&D

Send Prototyping

- D& D send data to 
Sample Team 
and/or Factory for 
prototyping

Under Edit

CDDC, D&D

Applied to BP, AI, CA (PDF and Original File)

Prototyping

CDDC, D&D

Released

CDDC, D&D

Pending Approval

CDDC, D&D, 
Manager, Marketing

Approved

CDDC, D&D

Sharing

CDDC, D&D, QC 
Marketing, 

Sample Team, 
Operation, 
Purchasing, 

Send Approval

- D& D submit AI, 
CA for approval

Sharing

- D& D change file 
to sharing purpose Sharing

- D& D change file 
to sharing purpose

Approved

- Manager approved 
data

- Buddy approved 
data

- CDDC approved 
data

Change

- CDDC / D&D / 
Manager require 
changes on data

Handover to Prototyping

- D& D handover BP/AI /CA 
to Sample Team and/or 
Factory

Handover to Prototyping

- D& D handover AI/CA to 
Sample Team and/or 
Factory

Release

- D& D send data to 
Factory for 
production SPO

On Hold

CDDC, D&D, 
Manager, Purchasing, 

Marketing

On Hold

- D& D On Hold 
prototyping

Resume

- D& D resume 
prototyping

Under Minor Edit

CDDC, D&D

Minor Change

- D& D request 
minor change to 
data

Send Prototyping

- D& D send data to 
Sample Team 
and/or Factory for 
prototyping

Release

- D& D send data to 
Factory for 
production SPO

Obsolete

CDDC, D&D, 
Manager, Purchasing,

Marketing

Make Obsolete

- I tem discontinued 
or dropped

Undo Obsolete

- I tem revived

Minor Change

- D& D request 
minor change to 
data

Major Change

- D& D request 
major change to 
data

Under Minor Edit

CDDC, D&D

State

Transition

Arrow Line

D&D can make the transition

Legend

State Name

Read Permissions

Transition Name

Transition Description & 
Remarks

CDDC can make the transition

CDDC or D&D can make the 
transition

D&D Manager can make the 
transition

D&D can make the transition
(Changes Path)

Remarks (if have)

New Source

CDDC, D&D, 
Designer, Marketing, 

Manager

Approved

CDDC, D&D, 
Designer, Marketing, 
Manager, Operation, 

Purchasing

Approve

- CDDC or D& D get approval 
from Customer  and/or 
Director

- CDDC or D& D represent 
Customer and/or Director 
make this transition

- CDDC or D& D need insert 
the Approval's name in 
comment section

Reject

- CDDC or D& D represent 
Customer and/or Director to 
make this transition

- CDDC or D& D need insert 
the person's name who 
rejected the design in 
comment section

Release

- D& D to make this 
transition when/after 
the design is used in 
Production SPO

Active

CDDC, D&D, 
Designer, Marketing, 
Manager, Operation, 

Purchasing

Inactive

- D& D to make this 
transition when/after 
the design is 
discontinued

Obsolete

CDDC, D&D, 
Designer, Marketing, 

Manager

Back New Source

- CDDC or D& D to make this 
transition if want to 
re-propose the design

Active

CDDC, D&D, 
Designer, Marketing, 
Manager, Operation, 

Purchasing

Inactive

- D& D to make this 
transition when/after 
want to use back this 
design for other 
items/collections

PDM - Laser Cut Workflow : Laser Cut files (3D (sldprt), DWG, Artwork, Photo)
Revision : 01
Effective Date : 01-Jun-2023

Under Edit

CDDC, D&D, 
Purchasing

Pending Review

CDDC, D&D,
D&D Manager, 

Purchasing

Pending Approval

CDDC, D&D,
D&D Manager, 

Purchasing

PDM - Drawing File Workflow : CD & BP Files (PDF & Excel)

Send Review

- D& D submit CD to CDDC for review

- This path is for CD require 2 person to 
review

- Note : Use this transition if there are 
no CAD files can submitted for 
approval

No Approval

- Prerequisite:
- CAD files submited for approval 

before and is Approved

No Approval

- D& D minor edit CD or BP with 
permission from D& D Manager to 
skip approval.

- Note : Use this transition if there are 
no CAD files can submitted for 
approval

Send Approval

- D& D submit BP to D& D Manager  
for approval

- D& D submit CD to D& D Manager  
for approval with permission from 
CDDC to skip review

- Note : Use this transition if there are 
no CAD files can submitted for 
approval

Send Approval

- CDDC to handover 
CD to D& D Manager  
for approval

Prototyping

CDDC, D&D, Designer, Purchasing, 
Marketing, Operation, Manager, 

Sample Team, QC

On Hold

CDDC, D&D, 
Manager, Purchasing

Released

CDDC, D&D, 
Designer, Purchasing, 

Marketing, 
Operation, Manager, 

Sample Team, 
Factory

Obsolete

CDDC, D&D, 
Manager, Purchasing

Approved

CDDC, D&D, Designer, Purchasing, 
Marketing, Operation, Manager

- Note : This is the final state for CD
- Note : CDDC or D&D to make sure 

" Approved"  is shown in Drawing 
Status column (only Drawing 
Template 2023 has the Drawing 
Status column) 

- Purchasing must only send 
Approved CD to factory

Approved

- D& D Manager  
approved CD or 
BP

Send Prototyping

- D& D send BP to 
Sample Team and/or 
Factory for prototyping

Release

- D& D send final BP 
to Factory for 
production SPO

Release

- D& D send final BP to 
Factory for production 
SPO

Change

- CDDC / D& D / D& D Manager  require changes 
on CD or BP

Make Obsolete

- I tem discontinued 
or dropped

Make Obsolete

- I tem discontinued or dropped

Undo Obsolete

- I tem revived

On Hold

- D& D On Hold 
prototyping

Resume

- D& D resume 
prototyping

Major Change

- D& D request major change to BP
- Change Request issued
- PSR Seal Data (add on colour) issued

Under Minor Edit

CDDC, D&D, 
Purchasing

For Sharing

CDDC, D&D, 
Manager, Marketing, 

Purchasing

For Sharing

- BP or CD File for 
sharing

Obsolete

CDDC, D&D, 
Designer, Manager, 

Purchasing

Undo Obsolete

- I tem revived

Release

- D& D send final BP 
to Factory for 
production SPO

Major Change

- D& D request major change to BP
- Type of Major Change:

- Change Collection and/or Product Name
- Change product code
- Change structure

- Add or Remove of any parts
- Change of Part Code
- Add or Change of hardware
- Add or Change hole size, quantity

Revision : 02
Effective Date : 14-Jun-2023

Under Minor Edit

CDDC, D&D, 
Purchasing

Minor Change

- D& D request minor change to CAD and PDF
- Type of minor edit:

- Highlight changes in BOM
- Correct misspelled words

- Note : The above mentioned minor edit should 
always overwrite latest version

- Note : If only want to minor change PDF 
without changing CAD files, please make sure 
only tick PDF during transition

Send Prototyping

- D& D send data to 
Sample Team 
and/or Factory for 
prototyping

Minor Change

- D& D request minor change to CAD and PDF
- Type of minor edit:

- Highlight changes in BOM
- Correct misspelled words

- Note : The above mentioned minor edit should 
always overwrite latest version

- Note : If only want to minor change PDF 
without changing CAD files, please make sure 
only tick PDF during transition

Under Edit

CDDC, D&D, 
Designer

Pending Review

CDDC, D&D, Designer, 
D&D Manager

Pending Approval

CDDC, D&D, Designer,
D&D Manager

PDM - CAD File Workflow : Solidworks 3D files (sldprt, sldasm, slddrw), Autodesk Inventor Files, DWG, DXF

Send Review

- D& D submit 3D and/or CD to CDDC 
for review

- D& D submit 3D to D& D Manager  
for review before start to do 3D boring

- This path is for 3D and/or CD require 
2 person to review

No Approval

- CDDC self approved CD

No Approval

- D& D minor edit CD or BP with 
permission from D& D Manager to 
skip approval.

Send Approval

- D& D submit BP to D& D Manager  
for approval

- D& D submit CD to D& D Manager  
for approval with permission from 
CDDC to skip review

Send Approval

- CDDC to handover 
3D and/or CD to 
D& D Manager  for 
approval

Prototyping

CDDC, D&D, Designer, Manager

On Hold

CDDC, D&D, 
Manager

Released

CDDC, D&D, 
Designer, Manager

Obsolete

CDDC, D&D, 
Designer, Manager

Approved

CDDC, D&D, Designer,
D&D Manager

- Note : CDDC or D& D can use either 
manual method or PDM method 
(Export to CD) to and convert 
Solidworks Drawing file to PDF and 
save CD into CD folder

Approved

- D& D Manager  
approved CD or 
BP

Send Prototyping

- D& D want to submit 
BP to Sample Team 
and/or Factory for 
prototyping

- PDM will auto trigger 
a task to convert 
Solidworks Drawing 
file to PDF

Release

- D& D want to 
submit final BP to 
Factory for 
production SPO

- PDM will auto 
trigger a task to 
convert Solidworks 
Drawing file to 
PDF

Release

- D& D want to submit 
final BP to Factory for 
production SPO

- PDM will auto trigger 
a task to convert 
Solidworks Drawing 
file to PDF

Change

- CDDC / D& D / D& D Manager  require changes 
on 3D or CD or BP

- D& D Manager approve the 3D and require D& D 
to start prepare BP and send for approval

Make Obsolete

- I tem discontinued 
or dropped

- Par t / Assembly / 
Drawing that no 
longer needed

Make Obsolete

- I tem discontinued or dropped
- Par t / Assembly / Drawing that no 

longer needed

Undo Obsolete

- I tem revived

On Hold

- D& D On Hold 
prototyping

Resume

- D& D resume 
prototyping

Major Change

- D& D request major change to CAD files
- Change Request issued
- PSR Seal Data (add on colour) issued

Under Minor Edit

CDDC, D&D, 
Designer

For Sharing

CDDC, D&D, 
Manager, Marketing, 

Designer

For Sharing

- CAD File for 
sharing

Obsolete

CDDC, D&D, 
Designer, Manager

Undo Obsolete

- I tem revived

Release

- D& D want to submit 
final BP to Factory for 
production SPO

- PDM will auto trigger 
a task to convert 
Solidworks Drawing 
file to PDF

Major Change

- D& D request major change to CAD files
- Type of Major Change:

- Change Collection and/or Product Name
- Change product code
- Change structure

- Add or Remove of any parts
- Change of Part Code
- Add or Change of hardware
- Add or Change hole size, quantity

Revision : 02
Effective Date : 14-Jun-2023

Under Minor Edit

CDDC, D&D

Minor Change

- D& D request minor change to CAD
- Type of minor edit:

- Correct misspelled words

- Note : The above mentioned minor 
edit should always overwrite latest 
version

Send Prototyping

- D& D want to submit BP to 
Sample Team and/or 
Factory for prototyping

- PDM will auto trigger a task 
to convert Solidworks 
Drawing file to PDF

Minor Change

- D& D request minor change to CAD
- Type of minor edit:

- Correct misspelled words

- Note : The above mentioned minor 
edit should always overwrite latest 
version

Under Edit

CDDC, D&D, 
Designer, Purchasing

Pending Review

CDDC, D&D, Designer, 
D&D Manager, 

Marketing, Purchasing

Pending Approval

CDDC, D&D, Designer,
D&D Manager, 

Marketing, Purchasing

PDM - Data File Workflow : AI, CA, PD, PPS, LD & etc files)

Send Review

- D& D submit AI  to D& D BP Leader  
for review on assembling steps

No Approval

- CDDC self approved CD

No Approval

- D& D minor edit Data Files with 
permission from D& D BP Leader / 
Buddy / Marketing to skip approval.

Send Approval

- D& D submit CA to D& D Buddy for 
approval (check on mistake)

- D& D submit PD, PPS, LD, etc files to 
Marketing for approval (Customer 
Approval)

Send Approval

- BP Leader  to 
handover AI  to D& D 
Buddy for approval 
(check on mistaken)

Prototyping

CDDC, D&D, Designer, Manager,
Sample Team

On Hold

CDDC, D&D, 
Manager

Released

CDDC, D&D, 
Designer, Manager

Obsolete

CDDC, D&D, 
Designer, Manager

Approved

CDDC, D&D, Designer,
D&D Manager,

Purchasing, Operation

Approved

- D& D Manager  
approved CD or 
BP

Send Prototyping

- D& D handover AI/CA 
to Sample Team and/or 
Factory for prototyping

Release

- D& D want to 
submit final BP to 
Factory for 
production SPO

- PDM will auto 
trigger a task to 
convert Solidworks 
Drawing file to 
PDF

Release

- D& D want to submit 
final BP to Factory for 
production SPO

- PDM will auto trigger 
a task to convert 
Solidworks Drawing 
file to PDF

Change

- CDDC / D& D / D& D Manager  require changes 
on 3D or CD or BP

- D& D Manager approve the 3D and require D& D 
to start prepare BP and send for approval

Make Obsolete

- I tem discontinued 
or dropped

Make Obsolete

- I tem discontinued or dropped

Undo Obsolete

- I tem revived

On Hold

- D& D On Hold 
prototyping

Resume

- D& D resume 
prototyping

Major Change

- D& D request major change to CAD files
- Change Request issued
- PSR Seal Data (add on colour) issued

Under Minor Edit

CDDC, D&D, 
Designer

For Sharing

CDDC, D&D, 
Manager, Marketing, 
Designer, Purchasing

For Sharing

- Data File for 
sharing

Obsolete

CDDC, D&D, 
Designer, Manager

Undo Obsolete

- I tem revived

Release

- D& D want to submit 
final BP to Factory for 
production SPO

- PDM will auto trigger 
a task to convert 
Solidworks Drawing 
file to PDF

Major Change

- D& D request major change to CAD files
- Type of Major Change:

- Change Collection and/or Product Name
- Change product code
- Change structure

- Add or Remove of any parts
- Change of Part Code
- Add or Change of hardware
- Add or Change hole size, quantity

Revision : 02
Effective Date : 14-Jun-2023

Under Minor Edit

CDDC, D&D

Minor Change

- D& D request minor change to CAD
- Type of minor edit:

- Correct misspelled words

- Note : The above mentioned minor 
edit should always overwrite latest 
version

Send Prototyping

- D& D want to submit BP to 
Sample Team and/or 
Factory for prototyping

- PDM will auto trigger a task 
to convert Solidworks 
Drawing file to PDF

Minor Change

- D& D request minor change to CAD
- Type of minor edit:

- Correct misspelled words

- Note : The above mentioned minor 
edit should always overwrite latest 
version
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