Kaldeera Workflow Designe2z009
Users Guide

Versionl.0

GeneratedJanuaryl2, 2009



Kaldeera Workflow Design@009-UseQQ & DdzA RS

Index

Chapter 1: Using Kaldeera Workflow Designer 2009.............ccooiiiiicciiinniiiiininniinieeeeeeeeee 4
Getting Started with Kaldeera............coooooiiii e 4
Importing and Exporting WOrkflowsS...............oooiiiiiiii e eeeeeee e
Opening and savingOrKfiIOWS. ...........oooiiiiii e 11
Publishing @ WOTKFIOW. .........c.uuieiiie e 13
St ACHVILY LADEL.......oo e 14
WOTKFIOW VariabIES........c.eviiiiiiii e 15
WOTIKFIOW Start OPtiONS.......cooviiiiiiiiii e e e e e e e e e aaaaaaaeas 18
SECUNLY SENGS. . eeeiieiiiiiiiiii e e e e e e e e e e e e aaaaaaaeaaeeas 19
Approving and Rejecting HUMaN TaSKS.........ccooiiiiiiiiiiieeeiieeecee e 20
Delegating ApPProval TASKS. ........cuui i 21
Starting & WOTKFOW..........cuiiiiiiiii e 22
Viewing WOTKFIOW NISTOMY........ccciiiiiiiiiiie e 24

Chapter 2: WOrKflOW ACHONS.......uuiiiiiiiiiiiieieeceeee et 26
Set WOTKFOW VArTADIE. ..........eiiiiei e 26
Get approval from USET OF GrOUD.......ceeeiiruirreieeeeaaaittieeeee e s et e e e s s ssnsnee e e e e s s aesneeeeeens 30
LOQ 10 NISTONY TS ..ot e e e e e 33
Set approval MOoderation StAtUS.........cciiiiiiiiiiieiieeeee e 34
SENG BIMAIL ... 36
LTS U LT o o] (0 01 £ SP 38
(0] a0 [11T0] g F- | PP PPPTRPPPPPPPRPPN 39
Terminate WOTKIIOW. .........ooii e 43
PAlBIIEL ... 44
YT o [U1<] o o] = SO PPPPPPUPPPPPPRRR 45
PauSE fOr AUIALION. ...t e e 46
Wait for field change in CUrrent item......... ... a7
WED SEIVICE Call. ... e e a e 48
Create Web from teMPIALe.............uviiiiiiiiiee e 50
POWEISREIL. ... e e e e st e e e e e 53
Get field from CUMENT IEIML.........oiiii e 55
Update CUIMENT ITEIML.. ... e e e e 56
Gt ISt FIEIA ...t 58
L0 oTo F= L C= TN 1S3 A1 (= 0 o O PPPPPPPRSRRRRRRY 60

2



Kaldeera Workflow Design@009-UseQQ & DdzA RS

CrEaLe lIST IEEIML...eeii et e e e s e e e e e e eas 62
DBIBTLE IEIM ...ttt 64
FING IISTIEEIML ..o 65
(O70] o)V 1 (=1 1 1 PP 67
IMOVE [ISTITEIM. ...t e e e e e e e r e e e e e 69
INVOKE WOTKFIOW. ...t e e e e e 71
Create QUENY 10 LISL.....uuiiiiiiiiiiiiiieieei et e e e e eeeeeeeeees 73
D=1 T @ U= SR 75
XSI TFANSTOMML. .. e e 76
Set WED PEeIMISSIONS ........eiiiiiiiieeiiite ettt e e e e e e e e e e e e e e ennees 77
Set LISt PEIMISSIONS. ......uiiiiiieiiiiiiiiite ettt e e e e e e e e e e s annre e e eeas 78
Set ItEM PeIMISSIONS. ...ttt e e e e s e e e e e e nnees 79
RemMOVE WED PEIMISSIONS.......couiiiiiiiiiie ittt 81
REMOVE LISt PEIMMISSIONS.....cciiiiiiiiiiiie ittt e e e 82
REMOVE [tEM PEIMISSIONS.....ciiiiiiiiiiiii ettt e s ee e 84




Kaldeera Workflow Design@009-UseQQ & DdzA RS

Chapter 1: Using Kaldeera Workflow Designer 2009

Getting Started with Kaldeera

Creating a workflow
First, navigate to a library or list then click the "Settings" button. Then:

Kaldeera demo site = Capital Expenditure > Capital Expenditure Request
Capital Expenditure Request

View All Site Content A list to gain approval for Capital Expenditure.
Documents Mew =  Actions * Settings * | View: All Tktems 4
= Information B Tite Create Column Approval Status
= Expense ﬁ:ﬁ Add a column to store additional

request 1 information about each item. Approved
Lists request 2 .| Create View Rejected
» Tasks 3 m Create a view to select columns, Approved
» Capital Expenditure reques filters, and other display settings. ove

Request List Settings
@ Manage settings such as permissions,
Sites columns, views, and policy.
People and Groups Manage Kaldeera workflows
= _ Create, edit, delete and manage list
&/ Recyde Bin @ associated workflows throught
Kaldeera Workflow Manager.

Select the "Manag&aldeeraWorkflows" option. The Workflow Gallepage will load. You can
then select "Create" from near the top of the page.

O
kaldeera

Workflow ma nager: Absences directly into MOSS 2007 /

W55 3.0 environment.

User can create workflows

Use this page to manage and configure the library assodated workflows,

. = of individual
‘E' EiEas o s that have been -

created.

Associated workflows
Title Description Version  Modified by Modified Actions
Leave Request Workflow  Leave Request Workflow  V14.0 EXTRAMET Vtolia 7/20/2008 4:20:41PM  Delzte

The Workflow Designer canvas

Once you have arrived at the workflow designer page, you will see two major sections. At the
bottom-left of the page is the "Workflowctivities' palette and the section (occupying the
majority of the page) is the design canvas.
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The Workflow Activities palette
The actions palette displays the activities that can be used in the design canvas to create
workflows. The actions are divided into grougselated actions. Click the heading of a group
to expand it and close the one that is currently open. The default groupings are:
A Basic Activities
Control Activities
Integration
Item Activities
List Activities
Miscellaneous

SecurityActivities

> > > > >y > >

Web Activities

Basic activities

Control activities g‘ g_) g
Integration

Item activities

List activities % %

Mizcellaneous

Security activities

Web activities

Adding actions to the design canvas
To design a workflow, you need to add actions to it. That is done visudtiig ivay

1. Select the action you require from thgalette
2. Left click and drag an action from the palette and drop it ontedrounded markon the
design canvas.
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Configuring actions

To change the settings used by thetivity, double-click in theactivity. You will see pop-up
window with anumber of options:

A Activity Name When a workflow action is added to the design canvas, it appears with a
frame around it and a title bar. The title barais editable areainder the action icon.
Custom labels can be added according to your preferences, including in the title bar. There
is no maximum length for thimbels;however they are most effective when they are as
short as possible.
A Activity Propertieframe¢ KA & | NBF Aa GFENRFO6ES Ay ydzYoSN 27
depending on the activity type.

Selectingxé A O2y 2y QiaK SiNrathige @@\ kchidn and any modifications made
to it from the workflow.

The Settings Menu

SavePlease refer to Opening and saving workflows
Publish:Please refer to Publishing a workflow

Export:Please refer to Importing and exporting workflows
Import: Please refer to Importing and exporting workflows
Settings(Startup Options)Please refer to Workflow start options
Variables:Please refer to Workflow variables

Exit End workflow editing aneéxit

Pl 2N i b (b i 2

(-':“::- I=sues > Workflow manager > Kaldeera Workflow Designer 2009
—

/

YORKFLOW DESIGNER 2009 ® ¢ B E =«

The Navigation Menu

Select Select objects on the workflow canvas

Move: Move the workflow canvagShortut: space bar)

Zoonm Zoom in(Shortcut Ctrl + left clickj Zoom out(Shortcut Ctrl + Shift + left click)
Restore view Restore thestandard view and center the workflow canvas

> v >y B
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Importing and Exporting workflows

Using the import or export workflow option will enable you to either convert the workflow
currently displayed in the design canvas into a file or open a file of the samatforrine
design canvas.

Exporting a workflow
A workflow can be exported and sala the file format'* .kwf" in order to be used in another
location. To export a workflow, click th&Xport' button at the top of the design canvas.

O E =<

Export current workflow to disk |

You will be prompted about downloading the file that you create and its filename will be
inherited from the title of the workflow. Click the "Save" button then choose a location for the
file.

Importing a workflow
To import a workflow to a library or lishavigate to the library or list in question. You wikn
need to create a workflow.

The wayto create a workflow

First, navigate to a library or list thenallithe "Settings" button ¥hen glect the "Manage
KaldeeraWorkflows" option >The Workflow Gallery page will load ¥ou can then select
"Create"from near the top of the page.

Workflow manager: Absences

Use this page to manage and configure the library associated workflows.

=i Create

Now click the Import" button at the top of the design canvas.

D B =«

Import a workflow from disk |

Locate the file using the file systetmen click the "Import" button.
NOTE: Only workflows createg KaldeeraWorkflow Designeican be imported.

The previously designed workflow, with all its settings should now be displayed on the design
canvas. All actions can becenfigured to your specifications
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Managing Workflows
Each list or library in a site enabled withldeeranorkflow Designemill haveone additional

itemin its list settings menu as shown below. The option in the menu linksta the2 NJ ¥t 2 &
Managel' page for that specific list or library.

amE

Kaldeera demo site = Capital Expenditure > Capital Expenditure Regquest

Capital Expenditure Request

View All Site Content A list to gain approval for Capital Expenditure.
Documents New =~  Actions v Settings ~ | View:  All Ttems -
® Information W Tite Create Column Approval Status
= Expense ﬁjﬂ Add a column to store additional

request 1 information about each item. Approved
Lists request 2 .. | Create View Rejected
= Tasks t3 m Create a view to select columns, Approved
« Capital Expenditure reaues filters, and other display settings. ove

Request List Settings
@ Manage settings such as permissions,
Sites columns, views, and policy.
People and Groups Manage Kaldeera workflows
= . Create, edit, delete and manage list
i @ associated workflows throught
Kaldeera Workflow Manager.

When the Workflow Managet page loads you will see a list of all the workflows that belong
to the current list.

)
lcaldee?a

Workflow manager: Absences

Use this page to manage and configure the library assodated workflows.

‘E’;: Create

created.
Associated workflows
Title

Description Version

vi4.0

Modified by
EXTRAMET tolia

Modified
7/20/2008 4:20:41PM  Delete

Actions

Leave Request Workflow  Leave Request Warkflow
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Fram here there are three options:

A Create a new workflowclick on the "Create" button in the toolbar to create a new
workflow.

A Edit an existingvorkflow: click on the linked name of an existing workflow in order to
open it for editing in the&Kaldeeravorkflow designer.

A Delete an existing workflowclick onii K5 S & S (i ekt tofthe wiorkflow to be deleted.
After confirming the deletion the waiflow will be permanently removed from the system.

Un-publishing a Workflow
If you wish to urmpublish a workflow this can be done within SharePoint itself. Open the
Library/List Settings page and select the "Workflow settings" option in the menu.

Permissions and Management

a Delete this list
B Save list as template

& Permissions for this list

8 Information management palicy settings

A list of all published versions of the active workflows within the list or library with the number
of currently running workflows will be displayed. To remove one or mankflowsfrom the
"Published" listclick on the "Remove a workflow" link.

Change Workflow Settings: Absences

|Use this page to view or chanage the workflow settings for this list, You can also add or remove workflows, Changes to
existing workflows will not be applied to workflows already in progress.

Workflows
@j Waorkflow Name (click to change settings) Waorkflows in Progress
ApproveReject 0
Setup 0
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From the"Remove workflows" page, select the "Remove" radio button to the right of the
workflow title to remove it. Note that when removing a workflow here it is not removed from
the system, only from the list of workflows availabdeusers (published workflows).

Remove Workflows: Absences

Use this page to remove workflow assodations from the current list or library, Note that removing a workflow assodation cancels
all running instances of the workflow. To allow current instances of a workflow to complete before removing the assodiation, select

Mo Mew Instances and allow the current instances to complete, and then return to this page and select Remove to remove the
workflow assodation.

Workflows Workflow

Instances Allow No New Instances Remove
spedfy workflows to remove ApproveReject 0 o o e
from this list. You can Sahy 0
optionally let currently P @ O O
running workflows finish.
oK Cancel

10



Kaldeera Workflow Design@009-UseQQ & DdzA RS

Opening and saving workflows

This help topic describes how to open and save workflows. For information about making a
workflow available to users in libraries and lists, please refer to the Publishing a workflow help

page.

Opening a Wor kflow

The way to open a workflow is to use the "Mandg@deera2 2 NJ| T finR pravided from

the SharePoint library or list view

When the 'Workflow Managet page loads you will see a list of all the workflows that belong

to the current list.

(O
Raldeera

Workflow manager: Absences

Use this page to manage and configure the library assodated workflows.

=i Create

Associated workflows

Title Description Version  Modified by
Leave Request Workflow  Leave Request Workflow V140 EXTRAMNET ‘tolia

User can create workflows
directly into MOSS 2007 /
W55 3.0 environment.
System shows the

relationship of individual
workflows that have been
created.

Modified

7/20/2008 4:20:41 PM

Actions
Delete

dick on the linked name of an existing workflow in order to open it for editing irkKéddeera

workflow designer.

11



Kaldeera Workflow Design@009-UseQQ & DdzA RS

Saving a Workflow
You can save a workflow at any point in the design process and edit it again at a later time. To

save a workflow, clicthe "Savé button at the top of the design canvas. If this is the first time
you have saved the workflow, a payp box will appear, asking you to enteName (which is
required),a description for the workflovand a Workflow association (which is requiyed

r )|
[Z] WORKFLOW SETTINGS

— General settings

Name €
Mew Workflow Name

— Workflow assocdation ¢
M'—‘-. ow this workflow to be manually started from an item

[ | Automatically start this workflow when a new item is created

Automatically start this workflow whenever an item is Changed

€ Requirad field

¥ Close

Click the Closé button when you are ready. A progregssinter will appear. When the
workflow has been saved, it will change and you can clickExé''button at the top of the

design canvas

12
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Publishing a workflow
Before a workflow becomes available to users within SharePoint listBlaades it must be
published.

Once you areeadywith your workflow select the "Publish" option from the Actions menu on
the KaldeeraWorkflow design canvas. The application widrthvalidate the workflow and
publish it, ready for SharePoint.

8¢ DTE =<

| Validate workflow and associate with list |

This process of validation and publish may take a few seconds befoilysae the success
messageWhen the workflow is published it can be managed additionally by the standard
SharePmt tools as well within theWorkflow Managet page.

If there are errors in the workflow, the workflow will not publish.

13
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Set Activity Label
You can configure the text displayed around an activitddnyble-clickingin thed ! OG A @A ( & €

(Shortcut F2)

a Log to history list
‘l
Zz
'

{E] LOG TO HISTORY LIST - %
This is a new title for this
This is a new title for this activity / activity
Description A 0O &«
Outcome [m]
# Input field {required) =* Cutput field
X Close

You can now configure the action title.

14



Kaldeera Workflow Design@009-UseQQ & DdzA RS

Workflow Variables

At first glance workflow variables may not seem to be needed much in most workflows. In
truth, for basic approval workflows built dtbc by users as required they are not needed

often. However, as a workflow gets more complicated and the need for implementing complex
business rules and logic arises, the advanced, technicallyeshinsker will find thenusefully,

Some examples of whemorkflow variables are useful:

A You develop the workflow in a development environment for deployment to testing and
production environments. So that values in the workflow are not hard coded and hence
manually updated during deployment workflow variables can be used to load values from
other lists via lookups used for environment specific configurattog.a URL to be used in
an email will be different for eacknvironment;this can be sourced at runtime from a
configuration list within each environment using the "S¢brkflow Variable"activity.

A A workflow may require a creation of another list item that you will need to query later
using a lookup or delete automatically depending on further logic in a workBogva new
report requires that meeting isrganized in the meantime amdministrator as part of the
same workflow has rejected the report hence the event needs to be deleted.

It is not always appropriate or possible to store some of these valuketsdata of the item
attached to the workflow. To provide the means arekibility to handle these kinds of
scenarioKaldeergprovides workflow variables.

mem®eEEo

| Local workflow variables settings

15
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Managing Workflow Variables
In order to create or delete a variable attached to a workflow, select Yaiable$ menu
option.

r . |
[Z WORKFLOW VARIABLES *

+ Add M Delete

Budget Number

X Close

This will open a popup as shown belexith a list of all the current variables that are

configured with their type$tring Number,Boolean Date/Time andList Item ID). To delete an

existing variableselect lisiteml y R Of A O1 2y (T 8dit anse8sting Ualable, 6 dzii G 2 Y
select list item andlouble-click.

To create an itenxclick on the ! R R' button. A new itemwill be displayed to allow you
configure the name and type of your new variable.

varl [ String

Boolean
String
Date/Time
List item id.

Murnber

16
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Please note that throughowaldeera Workflowactions that refer to workbw variables are
restricted so that items of diffent types cannot be intermixedHence:

A when creating a list item only a List ltem ID variable can be tosstre the ID of the new
item
A a conditional action that is comparing the created date oalyuse a DateTime variable

17
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Workflow Start Options
The "Workflow start options" determine how a workflow can be started and are accessed by
clicking the "Settings" button above the design canvas.

The options (including two automatic) provided are:

r ) |
[l WORKFLOW SETTINGS .

— General settings
.<_

New Workflow Name

— Workflow assodation €
[
[

X Close

A Allow this workflow to be manually started from an itemA user wishing to apply
workflow to an item must manually select a workflow from a list of those available. Only
workflows that have the optionAllow this workflow to be manually started from an ittm
enabled will be listed.

A Automatically start this workflow when a new item is createsvhen a library or list item
is created or uploaded, all workflows in the library or list with this option enabled will
start.

A Automatically start this workflow whenever aitem is changedwhen a library or list
item is modified, all workflows in the library or list with this option enabled will start.
Checkingn a document in any way will not trigger a workflow to start.

NOTE: Workflows are associated with a librarg tist. Folders and stiiolders within libraries
are subject to the same workflows as the parent library. Therefore, if you set a workflow to
start when items are created or modified, any item, regardless of how many folders-or sub
folders down it is stord, will trigger all the workflows that are set to start automatically. That
behavioris governed by SharePoint.

18
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Security Settings

According to how a user is required to interact withldeeraWorkflow Designethere are
different secuity considerations to be made. The table below outlines the minimum

permissions required to perform the actions described. In general, the runtime permissions
can be inherited from the site or the parent site but must be the effective permissions for the

given user at the list level.

Required "SharePoint

KaldeeraRole

Approver/Reviewer

Permission Level"

Contribute (at the
item level at least)

Note

This role includes all users who will be ab
to perform their assigned human task as
part of the workflowfrom the SharePoint
site. Users may be assigned tasks even
without these permissions.

Workflow Designer

Design

This role includes all users who are
responsible for creating and maintaining
workflows. With these permissions the us
can use the Kaldeemorkflow Designer as
well as the related tools and pages.

Site Administrator

Full Control (on the
site)

This role is responsible for activating and
configuring the site level Kaldeera
Workflow settings from the "Site Settings"

page.

ServerAdministrator

Full Control (on the
central administration
site)

This role is responsible for the installation
and the server level configuration of
Kaldeera Workflow.

Workflow user

Contribute

Can start workflows, view history and
progress reports.

19
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Approving and Rejecting Human Tasks
During runtime, when a human task is created as part of a workflow, the configured users will
be processed, tasks will be assigned and the notification message/s sent.

To process an assigned task, click the ieemu alR & SEdBI@i# & LJlhks filyopen
the "Approval/ Reject" page ready for the user's response.

Approval / Reject

Title: Approve document
Description: the document must be approved or delegated
Workflow: approve document
Assigned to: PORTAL\UserConfig

Related element: file

Element type: Document
Solicited by: PORTAL\administrator
Status: Approval pending

Comments:

[Appvove ][ Reject ] [ Cancel ]

Fields in the "Approve Reject" page

A Title: the title of the workflow task assigned to me.
Description this is de description of the workflow.
Workflow: the workflonQ @ame.

Related elementto view the full details of the item click the hyperlink.

Element Typetype of the related element (documeritst,).

Solicited by:ithe person whdas solicited the task approval.

Status when the task has been generated by ti@et approval from user or grolip

action, the user can choose to approve or reject the item in the workflow. The selection
made will consequently determine the path followby the workflow.Depending on the
configured workflow action, the user may be given the option of delegating the task to
another user.

A Commens: use this field to enter any comments about why the item was approved or
rejected.

D>y > D> D> >

20
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Delegating Approval Tasks
Delegation is processed from the Approval or Review task pages. Whepttbr is selected
the delegation screen is displayed.

Approval / Reject

Title: Approval

Description: Approval

Workflow: test

Assigned to:

Related element: Test

Element type: Item

Solicited by: KALDEERANADmMInistrator

Status: Approval pending

Delegate to: 8, G

Comments:

Delegate ][ Cancel

Delegate
The mandatory delegate field is used to specify the user to assign the selected task to. To
select a userclick onthe address book icon on the right to see the Select People or Group

popup.

After the form is filled in and submittethe selected task will be essigned to this selected
user.

Note: View topicaGet approval from user or groupGroup (SharePoimhembership groug
2yt e RS toassigrnivalia ysers

Comments

The commerdfield isnot mandatory and allows you to provide instructions to the new user.

This text is actually appended to the approval required notification that is sent to the new
user.

21
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Starting a workflow
There are three ways to start a workflow, depending omthe workflow is configured.

A Start manually:A user wishing to apply workflow to an item must manually select a
workflow from a list of those available. Only workflowstthave the option Allow this
workflow to be manually started from atemée enabled will be listed. This help page will
explain how to start a workflow manually.

A Start when items are createdvhen a library or list item is created or uploaded, all
workflows in the library or list with this option enabled will start.

A Start when items are modifiedwhen a library or list item is modified, all workflows in the
library or list with this option rabled will start.

NOTE: Workflows are associated with a library or a list. Folders ardlgebs within libraries
are subject to the same workflows as the parent library. Therefore, if you set a workflow to
start when items are created or modified, aibgm, regardless of how many folders or sub
folders down it is stored, will trigger all the workflows that are set to start automatically. That
behavior is governed by SharePoint.

Sarting a Workflow Manually

To start a workflow manually, navigate to th&t or library that contains the item you wish to
push through a workflow. Locate the item then activate the item's elfopyn menu then
select the "workflows" link.

Mew =  Actions = Settings ~
D Tite

request 1

request 2

request 3 -

View Item
S EditItem
3_,3 Manage Permissions
X Delets Item
+ Workflows
Alert Me

22
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The "Start a New Workflow" page will load. A list of workflows that have been petlatd

consequently available for use in the library or list is displayed. To select a workflow, click its
hyperlink.

Workflows: request 3

Usge this page to start a new workflow on the current item or to view the status of a running or completed warkflow.

Start a New Workflow
{*:/_,' Capital Expenditure

Workflows

Select a workflow for more details on the current status or history.,

Mame Started Ended Status
Running Workflows

There are no currently running workflows on this item.

Completed Workflows

There are no completed workflows on this item.

The selected workflow will be displayed in the browser. All you have to do now is click the
"Start" button and the workflow will be itiated.

O
kaldeera
Start workflow

|Use this page to start the workflow on the current item.

List: Capital Expenditure Request
Item: request 3
Workflow to start: Capital Expenditure

Workflow description:

To start the workflow, didk on start button,

[Start] [ Cancel ]

You will be returned to the library or list and the progress of the selected workflow will be
displayed idine with the item.

23
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Viewing workflow history
To view the item's workflow history, locate the item in its library or list, activatérag-down
then click the Workflows' link.

MNew =~  Actions - Settings -

O Tite
request 1

request 2

| request 3 -

View Item
2 Editltem
?lj Manage Permissions
X Delete Item
& workflows
Alert Me

The Workflow Status page will be loaded. It shows workflows that are running, completed,
cancelled andavith errors Click on the title of the workflow you wish to check for more
information. In the "CompletedVorkflows"sectionthere could be multiple identical titles,

which will mean the item has been through the same workflow a number of times before.
Ensure that you choose the relevant workflow instance. The easiest way is to choose by date.

Workflows: Leave request

lUze this page to start a new workflow on the current item or to view the status of a running or completed workflow.

Start a New Workflow
G/J ApproveReject

Workflows

Select a workflow for more details on the current status or history.

Mame Started Ended Status
Running Workflows

Leave Request Workflow 7202008 &:14 PM In Progress
Completed Workflows

There are no completed workflows on this item.

24
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To accesthe Workflow History, clickn the title of the workflow

The Workflow History page will load.

Workflow Status: Leave Request Workflow

Workflow Information
Initiator: EXTRANET \tol Ttem: Leave request
Started: 7/20/2008 8:14PM Status: In Progress
Last run: 7/20/2008 8:14PM

If an error occurs or this workflow stops responding, it can be terminated. Terminating the workflow will set its status to Canceled and will delete
@ Terminate this workflow now.

Tasks

The following tasks have been assigned to the participants in this workflow. Click a task to editit. You can also view these tasks in the list Tareas.

EXTRAMET), manager Approval required Mot Started

Workflow History

o View warkflow reports
The following events have occurred in this workflow.

7/20/2008 8:14 PM Comment System Account Leave Request

‘Your leave request has been received and forwarded to your Manager for review.
7/20/2008 8:14 PM Comment System Account Email receipt
7/20/2008 8:14 PM Comment System Account Approval pending for manager.

The Worklow History haswo sections:

TasksThe Action History shows every completed action associated with the workflow in order.
Actions are added to #htop of the list, so the first action to have completed is always at the
bottom of the list. The action's start and end times and its time taken to complete (duration)
are shown.

Workflow History. This section shows all messages that are generated mnadh the
workflow. It also shows comments made by users and messages that are programmed to
appear when the "Lotp history list" action is used.
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Chapter 2: Workflow Actions

Set Workflow variable
This workflow action will set the value of a workfleariable.

Note: At least one workflow variable needs to be created for this action to be relevant.

To use the workflow action, drag it from the Actiqradette at the bottomleft of the page and
drop it onto ared roundedmarkon the design canvas. Altaatively, you carselectthe action
you require from the palette and leftlick

To change the settings used by the actidoubleclick in thea ! O (i o @dtiviate dpop-up.

a
Eﬁl Set workflow vanable
=4
L

=5 SET WORKFLOW VARIABLE - X
Set workflow variable

Workflow vaniable el

Value L0 &«

& Input field {required) = OQutput fisld

ES} SET WORKFLOW VARIABLE

Set workflow variable

Workflow vanable {variable: Budget} " >
Name Type
Vvalue ADO ¢
€ Input field (required) - Output field
% Close Budget Number
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Option s for this action

Depending on what type of workflowariable is defined, the steps to set a variable will be
different. Below are the different workflow variables typesdahe process to set each one.

Boolean also known as Yes/No

EEl SET WORKFLOW VARIABLE
Set workflow variable

Workflow variable {variable: bResponse]

Value Yes

4k 5

O e

X Close

Budget
bResponse
varDate
varflumber
varResult

varlD

Number
Boolean
Date/Time
Humber
String

List itern id.

First select thaBoolearworkflow variable from theist ** . You can then set the value to yes
or no or you camise toset the value using a looktH

Date / Time

EE} SET WORKFLOW VARIABLE

Set workflow variable
Workflow variable {variable: varDate}

Value 2371172007

ar

O e

X Close

Budget
bResponse
varDate
varflumber
varftesult

varlD

Number
Boolean
Date/Time
Humber

String

List itern id.

First select the date workflow variable from thst “* . You can then sehe date workflow

variable by:

A entering the date

A using to set the datealue using a looku/d
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Number

First select the number workflow variable from th& “* . You can then set the number
workflow variable to the desired number or you aase tosetthe number value using a
lookup &

String also known as Text

First select the text workflow variable from thist “* . You can then set the text workflow
variable to your desired texdr you caruse tosetthe number value using a IookL,ﬂ
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