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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: 

 

Select the "Manage Kaldeera Workflows" option. The Workflow Gallery page will load. You can 

then select "Create" from near the top of the page. 

  

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 "Workflow Activities" 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 groups of related actions. Click the heading of a group 

to expand it and close the one that is currently open. The default groupings are: 

Á Basic Activities  

Á Control Activities 

Á Integration  

Á Item Activities 

Á List Activities 

Á Miscellaneous 

Á Security Activities 

Á Web Activities 

  
 

 

Adding actions to the design canvas  

To design a workflow, you need to add actions to it. That is done visually in this way: 

1. Select the action you require from the palette 

2. Left click and drag an action from the palette and drop it onto a red rounded mark on the 

design canvas.  
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Configuring actions  

 

To change the settings used by the activity, double-click in the activity. You will see a pop-up 

window with a number of options: 

Á 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 bar is an editable area under the action icon. 

Custom labels can be added according to your preferences, including in the title bar. There 

is no maximum length for the labels; however they are most effective when they are as 

short as possible.  

Á Activity Properties Frame: ¢Ƙƛǎ ŀǊŜŀ ƛǎ ǾŀǊƛŀōƭŜ ƛƴ ƴǳƳōŜǊ ƻŦ ŀŎǘƛǾƛǘȅΩǎ ǇǊƻǇŜǊǘƛŜǎΣ 

depending on the activity type.  

Selecting άxέ ƛŎƻƴ ƻƴ ǘƘŜ ŀŎǘƛǾƛǘȅΩǎ ǘƛǘƭŜ ōŀǊ will remove the action and any modifications made 

to it from the workflow.  

 

The Settings Menu 

 

Á Save: Please refer to Opening and saving workflows  

Á Publish: Please refer to Publishing a workflow  

Á Export: Please refer to Importing and exporting workflows  

Á Import: Please refer to Importing and exporting workflows  

Á Settings (Startup Options): Please refer to Workflow start options  

Á Variables: Please refer to Workflow variables  

Á Exit: End workflow editing and exit 

 

 

 

The Navigation Menu  

 

Á Select: Select objects on the workflow canvas 

Á Move: Move the workflow canvas (Shortcut: space bar) 

Á Zoom: Zoom in (Shortcut: Ctrl + left click) / Zoom out (Shortcut: Ctrl + Shift + left click) 

Á Restore view: Restore the standard view and center the workflow canvas 
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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 same format in the 

design canvas. 

 

Exporting a workflow  

A workflow can be exported and saved in the file format "* .kwf" in order to be used in another 

location. To export a workflow, click the "Export" button at the top of the design canvas. 

  

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 list, navigate to the library or list in question. You will then 

need to create a workflow. 

The way to create a workflow:  

First, navigate to a library or list then click the "Settings" button > Then select the "Manage 

Kaldeera Workflows" option > The Workflow Gallery page will load > You can then select 

"Create" from near the top of the page. 

 

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

  

Locate the file using the file system then click the "Import" button.  

NOTE: Only workflows created by Kaldeera Workflow Designer can be imported.  

The previously designed workflow, with all its settings should now be displayed on the design 

canvas. All actions can be re-configured to your specifications.  
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Managing Workflows  

Each list or library in a site enabled with Kaldeera Workflow Designer will have one additional 

item in its list settings menu as shown below. The option in the menu links to the ά²ƻǊƪŦƭƻǿ 

Manager" page for that specific list or library. 

 

 

 

When the "Workflow Manager" page loads you will see a list of all the workflows that belong 

to the current list.  
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From here there are three options: 

Á Create a new workflow: click on the "Create" button in the toolbar to create a new 

workflow.  

Á Edit an existing workflow: click on the linked name of an existing workflow in order to 

open it for editing in the Kaldeera workflow designer.  

Á Delete an existing workflow: click on ǘƘŜ ά5ŜƭŜǘŜέ ƭƛƴƪ next to the workflow to be deleted. 

After confirming the deletion the workflow will be permanently removed from the system.  

 

Un-publishing a  Workflow  

If you wish to un-publish a workflow this can be done within SharePoint itself. Open the 

Library/List Settings page and select the "Workflow settings" option in the menu. 

 

 

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 more workflows from the 

"Published" list, click on the "Remove a workflow" link. 
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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 available to users (published workflows). 
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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 Workflow  

The way to open a workflow is to use the "Manage Kaldeera ²ƻǊƪŦƭƻǿǎέ link provided from 

the SharePoint library or list view. 

When the "Workflow Manager" page loads you will see a list of all the workflows that belong 

to the current list. 

 

 

 

Click on the linked name of an existing workflow in order to open it for editing in the Kaldeera 

workflow designer. 
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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, click the "Save" button at the top of the design canvas. If this is the first time 

you have saved the workflow, a pop-up box will appear, asking you to enter a Name (which is 

required), a description for the workflow and a Workflow association (which is required): 

 

 

 

Click the "Close" button when you are ready. A progress pointer will appear. When the 

workflow has been saved, it will change and you can click the "Exit" button at the top of the 

design canvas.  
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Publishing a workflow  
Before a workflow becomes available to users within SharePoint lists and libraries it must be 

published. 

Once you are ready with your workflow select the "Publish" option from the Actions menu on 

the Kaldeera Workflow design canvas. The application will then validate the workflow and 

publish it, ready for SharePoint.  

 

 

 

This process of validation and publish may take a few seconds before you will see the success 

message. When the workflow is published it can be managed additionally by the standard 

SharePoint tools as well within the "Workflow Manager" page. 

If there are errors in the workflow, the workflow will not publish. 
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Set Activity Label 
You can configure the text displayed around an activity by double-clicking in the ά!ŎǘƛǾƛǘȅέ. 

(Shortcut: F2) 

  

   

 

You can now configure the action title.  
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Workflow Variables  
At first glance workflow variables may not seem to be needed much in most workflows. In 

truth, for basic approval workflows built ad-hoc 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, technically minded user will find them usefully. 

Some examples of when workflow variables are useful: 

Á 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 configuration. E.g. a URL to be used in 

an email will be different for each environment; this can be sourced at runtime from a 

configuration list within each environment using the "Set Workflow Variable" activity.   

 

Á 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 workflow. E.g. a new 

report requires that meeting is organized, in the meantime an administrator 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 values as Meta data of the item 

attached to the workflow. To provide the means and flexibility to handle these kinds of 

scenarios Kaldeera provides workflow variables.  
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Managing Workflow Variables  

In order to create or delete a variable attached to a workflow, select the "Variables" menu 

option. 

 

 

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

configured with their type (String, Number, Boolean, Date/Time and List Item ID). To delete an 

existing variable select list item ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά5ŜƭŜǘŜέ ōǳǘǘƻƴ. To edit an existing variable, 

select list item and double-click.  

To create an item, click on the "!ŘŘ Χ" button. A new item will be displayed to allow you 

configure the name and type of your new variable.  
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Please note that throughout Kaldeera Workflow, actions that refer to workflow variables are 

restricted so that items of different types cannot be intermixed. Hence: 

Á when creating a list item only a List Item ID variable can be used to store the ID of the new 

item  

Á a conditional action that is comparing the created date can only use a DateTime variable 
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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: 

 

 

Á Allow this workflow to be manually started from an item: A user wishing to apply 

workflow to an item must manually select a workflow from a list of those available. Only 

workflows that have the option "Allow this workflow to be manually started from an item" 

enabled will be listed. 

Á Automatically start this workflow when a new item is created: when a library or list item 

is created or uploaded, all workflows in the library or list with this option enabled will 

start.  

Á Automatically start this workflow whenever an item is changed: when a library or list 

item is modified, all workflows in the library or list with this option enabled will start. 

Checking-in a document in any way will not trigger a workflow to start.  

 

NOTE: Workflows are associated with a library or a list. Folders and sub-folders 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 stored, will trigger all the workflows that are set to start automatically. That 

behavior is governed by SharePoint. 
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Security Settings  
According to how a user is required to interact with Kaldeera Workflow Designer there are 

different security 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.  

 

Kaldeera Role Required "SharePoint 
Permission Level" 

Note  
 

Approver/Reviewer Contribute (at the 
item level at least) 

This role includes all users who will be able 
to perform their assigned human task as 
part of the workflow from 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 user 
can use the Kaldeera Workflow 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. 
 

Server Administrator 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. 
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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 item menu anŘ ǎŜƭŜŎǘ άEdit Itemέ ƻǇǘƛƻƴ. This will open 

the "Approval/ Reject" page ready for the user's response. 

 

 

Fields in the "Approve Reject" page  

Á Title: the title of the workflow task assigned to me. 

Á Description: this is de description of the workflow. 

Á Workflow: the workflowΩǎ name. 

Á Assigned To: the person ǿƘƻ ǘƘŜ ǿƻǊƪŦƭƻǿΩǎ ǘŀǎƪ ƛǎ ŀǎǎƛƎƴŜŘΦ 

Á Related element: to view the full details of the item click the hyperlink. 

Á Element Type: type of the related element (document, list,). 

Á Solicited by: the person who has solicited the task approval. 

Á Status: when the task has been generated by the "Get approval from user or group" 

action, the user can choose to approve or reject the item in the workflow. The selection 

made will consequently determine the path followed by the workflow. Depending on the 

configured workflow action, the user may be given the option of delegating the task to 

another user. 

Á Comments: use this field to enter any comments about why the item was approved or 

rejected. 
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Delegating Approval Tasks  
Delegation is processed from the Approval or Review task pages. When the option is selected 

the delegation screen is displayed. 

 

 

Delegate 

The mandatory delegate field is used to specify the user to assign the selected task to. To 

select a user, click on the address book icon on the right to see the Select People or Group 

popup. 

After the form is filled in and submitted, the selected task will be reassigned to this selected 

user. 

Note: View topic  άGet approval from user or group > Group (SharePoint membership group ς 

ƻƴƭȅ ŘŜƭŜƎŀǘƛƻƴύέ to assign valid users. 

Comments 

The comments field is not 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. 
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Starting a workflow  
There are three ways to start a workflow, depending on how the workflow is configured.  

Á Start manually: A user wishing to apply workflow to an item must manually select a 

workflow from a list of those available. Only workflows that have the option "Allow this 

workflow to be manually started from an itemέ enabled will be listed. This help page will 

explain how to start a workflow manually.  

 

Á Start when items are created: when a library or list item is created or uploaded, all 

workflows in the library or list with this option enabled will start.  

 

Á Start when items are modified: when a library or list item is modified, all workflows in the 

library or list with this option enabled will start.  

NOTE: Workflows are associated with a library or a list. Folders and sub-folders 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 stored, will trigger all the workflows that are set to start automatically. That 

behavior is governed by SharePoint. 

 

Starting a Workflow Manually  

To start a workflow manually, navigate to the list or library that contains the item you wish to 

push through a workflow. Locate the item then activate the item's drop-down menu then 

select the "workflows" link. 
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The "Start a New Workflow" page will load. A list of workflows that have been published and 

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

hyperlink.  

 

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 initiated.  

 

You will be returned to the library or list and the progress of the selected workflow will be 

displayed in-line with the item.  
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Viewing workflow history  
To view the item's workflow history, locate the item in its library or list, activate its drop-down 

then click the "Workflows" link.  

 

The Workflow Status page will be loaded. It shows workflows that are running, completed, 

cancelled and with errors. Click on the title of the workflow you wish to check for more 

information. In the "Completed Workflows" section there 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.  
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To access the Workflow History, click on the title of the workflow.  

The Workflow History page will load.  

 

 

The Workflow History has two sections: 

Tasks: The Action History shows every completed action associated with the workflow in order. 

Actions are added to the top 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 by actions in the 

workflow. It also shows comments made by users and messages that are programmed to 

appear when the "Log to 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 workflow variable. 

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 Actions palette at the bottom-left of the page and 

drop it onto a red rounded mark on the design canvas. Alternatively, you can select the action 

you require from the palette and left-click.  

To change the settings used by the action, double-click in the ά!ŎǘƛǾƛǘȅέ to activate a pop-up.  
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Option s for this action  

Depending on what type of workflow variable is defined, the steps to set a variable will be 

different. Below are the different workflow variables types and the process to set each one. 

 

Boolean also known as Yes/No  

 

 

 

First select the Boolean workflow variable from the list   . You can then set the value to yes 

or no or you can use to set the value using a lookup  

 

Date / Time  

 

 

 

First select the date workflow variable from the list  . You can then set the date workflow 

variable by: 

Á entering the date  

Á using  to set the date value using a lookup  
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Number  

 

 

 

First select the number workflow variable from the list  . You can then set the number 

workflow variable to the desired number or you can use to set the number value using a 

lookup  

 

 

String also known as Text  

 

 

 

First select the text workflow variable from the list  . You can then set the text workflow 

variable to your desired text or you can use to set the number value using a lookup  

 

  


