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About this Manual

The Getting Started with Workflow tutorial is designed to teach you how to develop workflow processes
using SiteScape Forum. Using examples and step-by-step instructions, this tutorial covers the planning
and development of workflow processes.

Products Described in this Manual

This tutorial describes the design and development of workflow processes using these SiteScape
products:

Q  Forum ZX, which combines synchronous and asynchronous online teamwork. For example,
Forum ZX allows you to determine your teammates’ presence, create instant meetings based on
participation in a discussion, and the ability to share the meeting materials with teammates by
posting them back into the discussion.

QO  Forum ST, which provides the same asynchronous platform—for agile and adaptable online
teamwork—as Forum ZX.

QO  WebWorkZone, which is SiteScape’s hosted, subscription-based environment, which runs the
Forum software.

References to “Forum” refer to all three products, unless otherwise stated.

Screen captures reflect the UI for Forum Version 7.3.

Who Should Read this Manual

This tutorial is intended for those who need to plan and develop workflow processes. As such, you need
to have experience configuring and creating forums, and you need to have management access to the
forums that you wish to create. It is also helpful to have experience with setting access controls, e-mail
configuration, and implementing “checklist” customizations of forums.

You do not need programming experience to use this manual, but you should be familiar with the
navigation and management of SiteScape Forums.
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Contents of this Manual

The Getting Started with Workflow tutorial is organized into the following chapters:

Chapter

Description

Chapter 1: Introducing Workflow

This chapter provides examples of business
processes and their relationship to workflows.

Chapter 2: Designing a Workflow Process

This chapter discusses the principles and
methods for designing a workflow process.

Chapter 3: Creating a Basic Workflow Process

This chapter contains instructions for using
Forum to create a workflow process.

Chapter 4: Setting Access Controls

This chapter contains instructions for
controlling who may view and work with an
entry in a workflow process.

Chapter 5: Using a Question in Workflows

This chapter describes how to create a
workflow question whose answers determine
the next step in the workflow process.

Chapter 6: Notifying Participants

This chapter describes how to set up automatic
notification at specified points in the workflow
process.

Chapter 7: Creating a Command for the Workflow

This chapter explains how to customize a form
and a view page to be used automatically with
the workflow process.

Chapter 8: Continuing Your Learning

This chapter briefly outlines more advanced
features that you may want to use with
production-ready workflow processes.

Appendix A: Workflow Planning Worksheet

The workflow planning worksheets can assist
you in designing future workflows.

Appendix B: Glossary

The glossary provides a list of workflow-related
terms and their definitions.
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Conventions Used in this Manual

This manual uses the following conventions:

What you see What it means
Click the Add toolbar item. References to toolbar items, links, menu items, and
Click the Getting Started link. buttons are presented in bold font.

Click the Add Document menu item.
Click the Close button.

Type status, then press Enter. Text that you must type and filenames are
Open the ManagerGuide . pdf file. presented in Courier font.
Ctrl+Click Press and hold the Ctrl key and perform the second

action (in this case, a left mouse click) while the Ctrl
key is depressed.

- A workspaceis.... A new term is preceded by the SiteScape logo and
L
is presented in jtalic font when first defined.

More Information

You may find more information in the following components of the SiteScape product documentation,
which is accessible from links within Forum or from SiteScape’s Help web site:

Q  The user and manager Help systems for Forum.
Q  The Templates and Toolkit Help systems, for those who wish to program Forum customizations.

Additionally, Forum has several online documents that are available:

Q  The Installation Guide for Forum.

Quick Tips for new Forum users.

o

Q  Getting Started Guide, for new Forum users.

Q  Getting Started Guide for Forum Managers, for new Forum managers.
Q

Making Teams Work, for Forum managers who want to ensure that their configuration of Forum
maximizes team productivity.
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The Forum online documents may be found from within the Forum Help system. To access the Forum
Help system, after logging in (described later in this manual), click the Help link:

SiteScape Forum
Widget Company Workspace

P SiteScape Forum Administrator

My surmmary | Workspace |

My profile | Find people | Manage > | Wizards | List unzeen | Set message of the day |

SiteScape=-- Forum

fan]] Options |k files | Site map | Bookmarks

Workspaces
(=] [ wicoet Company Yyorkspace

[ Enstineering workspace

[ Executive management
wiorkspace

Human FESOUNCES

[ ] [ Marketing workspace

Team Workspaces

]IS0 2000 team

Current Workspace
Widget Company Workspace

Discussions and document-sharing forums
Company announcements (open discussion]

Corparste policies and procedures (read only)
Discussion Forum for the Widoet Company

Maracger Tutorial for The Widdget Company:
Uszer Tutarial for The Widdget Companty

Calendars
[T The Widget Company Calendar

Workspaces
[ | Encineering warkspace
[ | Execitive management warkspace

Human ESOUrCEs

Marketing workspace

Personal Space
F] e File System

SiteScape=-- Forum

Site Scape Forumn .0 (014 3/2007-8.040%

Copyright @ 1999-2007 [ Site Scape, Inc. Al Rights Reserved.
Use of this software is subject to a licensing agreement .

Site Scape Forum is 3 trademark of SiteScape, Inc.

In either the User or Manager Help systems, click the Getting Started Manuals link to access copies of
the online documents listed above:

Forum User Help

Hide Topics Seal

(L] Show Help fopics for mmanages

New and Updated Features fo

Getting Started Manuals

Get Started with Forum

Workspace Page
"My summary™ Paqe

Get Started with Forum

Forum is a collaboration product that provides you and your teammates with a fur)
productively online. The workispace page provides your team with an online office
use forums, summany pages and (ools 1o wark together.

To lrarm how tn net started click on the links in the "Geftinn started " sectinon Ioc
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To access the Manager Help system, click the Show Help topics for managers link at the top of the
table of contents:

Forum User Help Hide |

\
=" =

<‘|1| Show Help fowics for mananets >G et Start a d With F orum

New ant o Features fo

Getting Started Manuals

Forum is a collaboration product that provides you and your tearnen

Get Started with Forum productively online. The workspace page provides your team with 3
Workspace Page Use forums, summary pages and (ools to work together.

"M ary” Pz

e ———— To learn how to oet started. click on the links in the "Getting starte

In addition to reading the information provided in this manual, SiteScape invites you to visit the Help web
site. Customers with maintenance contracts can also participate in SiteScape's support and customization
forums. These forums provide a greater level of detail, collaborative exchanges with SiteScape engineers
and with members of the support team, and the most up-to-date information available about SiteScape
products and services.

For more information, visit the following URLs:

Support: http://support.sitescape.com/forum/support/dispatch.cgi/support

Customization: http://support.sitescape.com/forum/support/dispatch.cgi/custom
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Chapter 1: Introducing Workflow

Companies are focused on creating efficient and cost-effective methods that enable them to bring their
products or services to the marketplace. Thanks to the Internet, and to video and networking
innovations, companies now have many tools at their disposal, and can enhance and streamline their
existing business processes. More and more companies are exploring and implementing workflow-
management systems to make their business activities more effective.

=% Workflow is the way that interaction takes place between people and systems within an
organization. It focuses on the whole process of the work required, not just on the end result.

This tutorial provides a general introduction to workflow and instruction on how workflow is implemented
using SiteScape Forum.

What’s in this Chapter?

This chapter describes elements of business processes and how business processes translate into
workflow processes.

If you have experience with workflows, you may want to skip this chapter.

What is a Business Process?

Your organization uses business processes based on your company’s policies, such as ordering office
supplies, requesting new hires, or handling expense reimbursements. These processes provide defined
tasks and procedures that ensure the work is done effectively. The business process may even outline
the steps and tools needed for performing your work

=% All businesses have business processes, which define a set of structured tasks that are
- organized and prioritized to achieve specific goals.

Because the definition of a business process is primarily a set of tasks, each task must be well defined.
Tasks can be independent, which means that they are performed without requiring anything from anyone
else. Or, they may be interdependent, which means that they can be started only after another task has
been completed.
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Organize Tasks

Tasks can be performed by a person taking action, can be performed automatically (for example, an
amount of time expiring), or can be a combination of both. Monitoring and measuring can be
incorporated into a business process to ensure that the task occurs within a pre-defined time limit or
according to a defined standard.

Tasks break down the work required for each process into individual pieces that have a specific
organization. When performing a task, the focus is on completing the work necessary to move to the next
appropriate task in the business process.

Indicate Status

Work within a business process also implicitly includes a status. As work progresses, its status changes
("begun,” “assigned,” “on hold,” “needing approval,” and so on). These statuses, which are described by
the business process, provide the trigger for subsequent work.

Implement Security

Business processes also define who has the right to view the work or to do a particular kind of work
within the business process.

Elements of a Business Process

All business processes contain a few common elements:

Q  Participants—The individuals or systems that interact in order to perform the tasks. Participants
need to communicate, reference information, and indicate completion of specific activities,
which result in process participants continuing to the next appropriate activity.

Q  Tasks—Participants perform activities to achieve a specific function. Dependencies, or
constraints, can be associated with a task.

Q  Outcomes—The business process attempts to achieve one or more results. Outcomes are
specific and defined.

Business processes work by relying on collaboration and interaction with others. Effective business
processes provide a way for everyone to communicate their status, approval, supporting documentation,
collateral, discussion, and so forth.

A Business Process Example

Parapluie, Inc. is a fictional company that has a policy of Paid Time Off (PTO). The company provides
their employees with three weeks of vacation each year. To take a vacation, the employee fills out a
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Time Off request, which is then sent to Human Resources. Human Resources enters the request into the
Time Off database, which debits the employee’s vacation accrual account.

Time Off Request Workflow

John Hall wants to go on vacation. In accordance with the business process, he must send a Time Off

request to Human Resources (HR) so they may log the request into their Time Off database. The
simplified flow of the process looks like this:

s ¢ Parapluie, Inc
’M Time Off
" Request Form
—> —>
John wants to go John submits a HR enters the John goes on
to Jamaica Time Off request request into vacation
to Bob the database

This business process has three activities: submitting the Time Off request, passing the request to HR,
and entering the Time Off request into the Time Off database. The tasks are performed by three
participants: John, Bob (his manager), and someone in the HR department. The task also has specified,
preferred outcomes: John takes vacation, and his available PTO is debited accordingly.

Some business processes—such as the one described in the previous paragraph—are straightforward,
with limited or no complexity. Most processes are more complex, requiring approvals or other actions
before the flow of work can continue. For example, if John’s manager, Bob, can “deny” a request instead
of simply passing it on to HR, then the business process becomes more complex.
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As an example of a more complex time-off process, once Bob has reviewed the request, he determines if
John can go on vacation. If Bob approves the request, he sends it to HR so that they can enter it in the
database. If Bob denies the request, he returns the request to John. The flow of work looks like this:

g ¢+ Parapluie, Inc
’ Time Off
" Request Form
—>
John wants to go John submits a Bob reviews HR enters the John goes on
to Jamaica Time Off request request request into vacation
to Bob the database

Bob returns John's
denied request

In this example, there are still three tasks. However, instead of merely passing the Time Off request to
HR, Bob reviews the request for approval or denial. His decision has two possible outcomes: Yes
(approved) or No (denied). Based upon input from Bob, the flow of work changes. For example, should
Bob not approve John’s request, Bob then sends John a “request denied” notification, HR is not notified,
and the Time Off database is not modified.

What is a Workflow Process?

When a business process becomes defined and put into operation through the use of software and other
tools, it becomes a workflow process.

- A workflow process is an online representation of a business process. A workflow process allows
= the participants of the workflow to organize, automate, and track all aspects of the business
process.

The workflow process provides the online forms that participants use. A workflow process can also
indicate the reassignment of work from one person to the next. In the previous example, the Time Off
request can be represented online with a modifiable discussion-forum form (called a form) and a
completed form (called a view). Once John completes the form and clicks OK, then the work is made
available for viewing and is reassigned automatically to Bob.
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Well-designed workflow processes identify and integrate the possible outcomes of each task, as different
outcomes change the way in which one task transitions to another. In the previous example, when Bob
makes a decision, the flow of work changes based upon his response. In a workflow process, Bob's
decision can be made either manually (by selecting a label from a drop-down list) or automatically (“after
ten days of inaction occur”). Once Bob’s decision has been made, Forum sends the appropriate
notification to the next participant in the workflow. Decisions, information, and a history of the completed
work can be stored and later accessed in Forum.

Workflow allows you to move work quickly and efficiently throughout the organization. When developing
an online workflow process, you should try to represent the associated business process in its fullest
detail. To do this, workflow processes usually use a workflow-management system to support the design,
implementation, testing, maintenance, and administration of processes.

A workflow-management system is a software-based system that allows IT to create and
- manage the execution of workflows that serve their organization, and that assists participants in
completing tasks within the business process.

In our example, the participants use a workflow-management system, which provides all of the tools
needed to record responses, forward decisions, and send e-mail notifications.

Most workflow management systems provide a common set of tools. These tools allow IT to define the
business processes, initiate and control specific tasks, or create rules for determining how specific data is
processed and shared.

Workflow Tasks and Workflow States

To track work within a business process, a participant (most often a manager) checks the status of the
work periodically. For example, the manager may request that his or her employees produce status
reports using e-mail or may hold weekly status meetings. The purpose of these efforts is to communicate
where within the business process the work currently resides. Once the manager understands the status
of the work, he or she can make decisions about who must perform subsequent tasks.

Given our previous example, there is a point within the workflow process at which Bob is responsible for
the work. We could provide a label for that point in the process (for example, “an employee has
submitted a time-off request” or more simply “submit”). The only outcomes that can result from Bob's
actions while reviewing the submission are “approve” or “deny.” These labels (“submit,” “approve,” and
“deny”) quickly communicate the state of the work at a given point in the process and who is responsible
for the next task.

A stateis a label that identifies the result of a completed task and that indicates who is
responsible for performing a subsequent task in the process (if any).
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In our example, John submits a form to HR indicating that he wants to take a vacation day. Once John
has finished entering the Time Off Request form, the state transitions to Submit. Later in the process,
once the request is entered into the Time Off database, the state transitions to the Record state.

When John sends the Time

Off request, the state
transitions to Submit.

When HR enters the Time
Off request, the state
transitions to Record.

John enters John sends ) HR enters John's
a Time Off »| the Time Off HR receives requestinto | | request is
request request to the request Time Off complete
Bob database
';; A transition indicates that work moved from one workflow state to another.

Let's review the complete set of states associated with our previous example:

John

enters a
request

\ 4

John
sends it
to Bob

Bob
reviews
it

Request denied, and
Bob informs John

Bob sends
approval to
HR

HR enters approval
in database

Notice that one or more discrete actions must be taken with the work in order for its state to change;
however, a task may be composed of more than one discrete action. With an online workflow process,
some actions can be automated. For example, once John completes a form and clicks OK, Forum can
automatically transition the work to the Submit state and can notify Bob through e-mail that the Time
Off request is ready for his review. As another example, the work can transition to Deny, if “more than

ten days of inaction occur.”

Other actions require that a participant use the workflow-management system to report the status of
work manually. For example, before Bob begins his review of the request, he can select a label from a
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drop-down list that indicates that the work is to transition to the Review state. As another example,
while in the Review state, the manager can manually select the Deny label.

= A state transition occurs when one or more discrete condiitions are met. Depending on
- conditions that are met, a state may transition to one of potentially many subsequent states.

States allow participants to track and identify the progress of the work. By seeing the work in the
Submit state, John and HR know that the request has yet to be reviewed by his manager. Based upon
the decision that Bob makes in the Review state, the state can transition to one of two different states.
If Bob manually denies John’s request or if ten days of inaction occur, one of the required conditions has
been met to make the state transition to the Deny state. When the state transitions to Deny, the actions
required are different than if the state had transitioned to Approve.

Summary

Workflows, which are based upon business processes, are comprised of tasks that are completed by
workflow participants. Tasks are associated with states that identify the status of the work. States
transition based upon conditions that are defined in the workflow.

Next Steps

The next chapter helps you to plan and design a workflow. It assists you in identifying states and criteria
for state transitions for this workflow.

The remaining chapters in this tutorial expand the Paid Time Off (PTO) example presented in this
chapter.
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Chapter 2: Designing a Workflow Process

To be effective, an online workflow process should represent the associated business process in full
detail. It is useful to do a formal analysis of the business process before you begin creating the workflow.
Start by talking with the participants and stakeholders of the process. This allows you to make sure that
the software version of the process most closely matches the existing business process and best
addresses the needs of its participants.

What’s in this Chapter?

When designing a workflow process, it's important to obtain as much information about the business
process as possible. Appendix A provides worksheets that help you to research your organization’s
business process, and that help you to translate this information into workflow participants, states,
conditions, and transitions.

This chapter shows you how to fill out the worksheets in Appendix A by applying the worksheets to the
Paid Time Off (PTO) example presented in Chapter 1.

Understand the Business Process

To begin, identify the purpose or goal of the business process. Writing a summary helps to identify the
process as a whole before focusing on specific components of the workflow.

Example: To begin the process, an employee submits a request for time off. The
employee’s manager then approves or denies the request. If it is approved, the manager
passes the information to an employee in the Human Resources department, who then
records the request in the Time Off database. Once the submission is recorded, the
process s complete. If the request is denied, the request submission is returned to the
employee with an explanation for the denial. This also completes the process.
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Name the Process

Develop a concise phrase that describes the workflow process described in detail in the previous step.
Example: Time Off Request

Identify the Tasks of the Process

Next, identify the tasks performed in the process. Each task is an action that a workflow participant
performs.

Task Description

Complete time off request form | The employee completes a Request for Time Off form.

Send request The employee submits the request for time off to his or her
manager.

Review request The manager reviews the request.

Approve request The manager approves the request.

Deny request The manager denies the request.

Record request Human Resources records the request into the Time Off
database.

Identify the States of the Process

Each task has a set of one or more completion states. Define state nhames using a single word or a short
phrase.

Task Completion state
Complete time off request form N/A

Send request Submit

Review request Review

Approve request Approve

Deny request Deny

Record request Record
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In the previous table, the “Complete time off request form"” task does not have a corresponding state.
Although it is important for the employee to fill out the Time Off Request form, the workflow does not
begin until the work requires attention from another employee within the organization. Once the form
has been sent to John’s manager, the workflow beings, and a state can be defined for the task “Send
Request.”

Identify State Transitions

In a workflow process, work moves from one state to one of a number of possible states. As such, it is
important to identify the way in which work transitions. States can transition into as many different states
as needed to provide information to the workflow participants.

State Can transition to...
Submit Review
Review Approve

Deny
Approve Record
Deny (Completes workflow)
Record (Completes workflow)

Identify Conditions that Cause State Transitions

Specific conditions occur that transition work from one state to the next. Identify these conditions to
determine what transitions an entry from one state to the next.

Condition Causes the work to transition to...

The employee enters a Time Off request. | Submit

The manager indicates receipt. Review
The manager approves the request. Approve
The manager denies the request. Deny
HR has entered the approved vacation. Record
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Identify the Process Participants

List the individuals and groups who participate in the workflow process. Identify people who should be
notified—by e-mail or IM—when an entry transitions, or those whose action or attention is required to
transition the work.

State Participants Action required

N/A The employee (time off requestor) | Enters the Time Off request.

Submit The manager Indicates that he has received the request.

Review The manager Reviews, and then approves or denies the request.

Approve | The manager and employee The manager indicates that the request is approved.
The employee must be notified when the request is
approved.

Deny The manager and employee The manager indicates that the request is denied. The
employee must be notified when the request is denied.

Record Human Resources HR enters the Time Off request into the Time Off
database.

Identify Participant Access to Specific States

List the individuals and groups who in any way participate in the workflow process.

State Participant Access required

Submit The employee (time off requestor) e Only the manager and employee can see an
employee’s request.

e The manager is the only one allowed to transition
the work to Review.

Review | The manager e The manager is the only one allowed to transition
the work to Approve or Deny.

e Employees can review only their own pending
requests in this state.

Approve |[The manager and employee e The manager, employee, and HR may view the
request in this state.
¢ Only HR can transition to Record.
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State Participant Access required

Deny The manager and employee The manager and employee can review requests in
the Deny state.

Record Human Resources The manager, employee, and HR may view the work

in this completed state.

Draw a Flowchart of the Process

A flowchart is a graphical representation of the process that can help you visualize the movement of the

work between the different states. For example:

When defining a workflow process, Forum develops a graphical workflow diagram for your reference.

Summary

It is important to plan all aspects of the workflow, including each task, condition, and transition that
affects the flow of work. Making a graphical representation of the process assists in using the Forum Ul
for workflow development.

Next Steps

With the information presented in this chapter, the workflow has been defined. The next step is to take
the information outlined in this chapter and create a workflow process in Forum. This process is
described in the next chapter.
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Chapter 3: Creating a Basic Workflow Process

When developing a workflow process with Forum, you use the management UI within one discussion
forum. In Forum, the completed workflow process is a separate function that can then be applied to a
discussion-forum entry. Then, you use one of several methods Forum provides to start the workflow.

As one example, you can begin by creating a discussion topic in a forum, and then you can initiate a
workflow process for that entry. The topic enters into the first state of the initiated process, and the
workflow begins only for that one particular entry. As another example, you can specify that Forum

initiate your workflow process automatically every time a user creates a discussion-forum entry of a
specific type (entry types include topics, documents, URLs, polls, or your own customized entries).

The remaining chapters in this manual are designed to help you understand the Forum workflow feature
as quickly as possible. They begin by showing you how to implement the basic workflow designed in the
previous chapter. They then expand the design to more closely match the needs of a typical production-
ready system (for example, using questions and notifications). Finally, Chapter 7 shows you how Forum
can automatically initiate your workflow process every time a user creates a custom entry designed by
you; you can use this technique to create a dedicated application, which is the typical way customers use
workflow in a production-ready environment.

What’s in this Chapter?

This chapter provides step-by-step instructions for creating the Time Off Request workflow process
designed in the previous chapter. This includes creating a workflow, adding the states and transitions,
and defining conditions that initiate transitions.

Prerequisites for the Exercises in this Tutorial

Q  Create a “sandbox” (testing) discussion in Forum in which you can practice creating the tutorial
workflow process. SiteScape strongly recommends that workflow processes be developed in a
test or non-production discussion forum. This chapter refers to your sandbox discussion as the
Time Off Requests forum.

Q  You must have access privileges that allow you to perform zone-management tasks (such as
creating users and groups) and that allow you to manage the sandbox forum you created.
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Q  Because the exercises in this chapter begin to require the use of Forum user and group names,
take time now to create the names necessary for all exercises in this tutorial.

When you create the following users, set the e-mail address for all accounts to be your e-mail
address and set all the passwords to be the same, which makes testing and debugging easier:

e John Hall—The Time Off requestor
e Bob Jones—John’s manager
e Tiffany Vail—A Human Resources representative
e Mary Windsor—Bob’s manager
¢ Tamika Williams—Another manager within the larger organization
In addition, create groups needed for subsequent chapters in this manual:
e Managers (assign Bob Jones as the only member)
e Human Resources (assign Tiffany Vail as the only member)
e Supervisors (assign Mary Windsor as the only member)
For more information about creating discussion forums, users, and groups, refer to the manager online
Help or to the Getting Started Guide for Forum Managers.
Define the Workflow Process

Once the discussion forum has been created, use the information from the Name the Process section in
the previous chapter to begin defining the workflow process.

1. Access the Time Off Requests discussion forum.

2. Click Tools on the toolbar.
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3. C(lick Develop workflow processes in the menu.

S T OT T O R FETE

ape Forum Manager

nmary | Worksp

| Modifyidelete ¢ | Tu:nu:nls v§| xt unzseen | List unseen | Search
~——— =
Showy folder map 1D
e Off Requests Display options

| |
n
is discussion forurm b ® Set notification
n
n

pe the paid-time-off Set zeen entries H
Wi DIOCESS. Al forum to by Summary

B A cnip i
Develop workflow processes

B mportiexport
B Repott writer

The “Add a workflow process” screen appears.

4. If you have existing workflow processes in this discussion forum, you must click the Add a
workflow link on the toolbar to create a new workflow process (if you have no other existing
workflow processes, skip this step).

Develop workflow processes | Develop commands interactively |

Select a workflowC &dd & workflowe | Bhowe wwhale seorkflow [i] | Showy current sted

5. In the "Workflow name” text box in the working area of the page, enter the workflow name.

Add a workflow process

Workflow na

Tirme Off Kegquest
{rI{l Helpl

6. Click OK.
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The workflow-management page appears as follows:

Develop workflow processes | Develop commands interactively | Current forum: Time Off Reguests

Select & workflowe | Add & workflowe | Show wehole sweorkflow [1] | Showe current state [1] | List all states | Guick tips | Close | Help

— I

Workflow process: Time Off Request
Time Off Request

Edit the whole workflow: \
f n Add or delete states, or moddify the
initial state
n Add, madify, or delete conditions

n Add ar delete global questions

» Rename the workflovw process

» Enable workday transtions >

Edit the current state;
‘ou must select 3 state to perform these
— operations.

n Add or delete transitions

n et access rights for this state
» Add or delete guestions

» Set access rights for guestions
n Add or delete notifications J
» Rename the state
n A state text

\
|
Use the toolbar to select or add a workflow, to view a flowchart of the entire workflow, or to view a
specific state within the workflow.

—Workflow tools build the workflow process. While editing an individual workflow state, a summary of
information about that state, such as its transitions, e-mail notifications, and access controls, appears
toward the end of this frame.

The blank area of the page, directly below the “Time Off Request” header, is the working area of the
page. This part of the page displays a flowchart of your workflow as you build it. Also, as you click on
workflow tools, corresponding forms appear in the working area that allow you to define your workflow
process.

Add States to the Workflow

As shown in the previous chapter, the Time Off Request workflow design specified five states: Submit,
Review, Approve, Deny, and Record.

Task Completion state

Complete time off request form N/A

Send request Submit
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Task Completion state
Review request Review
Approve request Approve
Deny request Deny
Record request Record

To add states to the Time Off Request workflow process:

1. Click Add or delete states, or modify the initial state from the list of workflow tools.

Workflow process:
Time Off Request

Eilit the

Addd or delete states | or modify the
igitial state

w Add modify, or delete conditions:
w Acdd or delete global guestions
= Rename the workflow process

Eremlale Lecdm 1

s

2. When the “"Add or delete states, or modify the initial state” form appears in the working area of

the page, enter one state name on each line.

Add or delete states, or modify the initial state: Time Off Request
List the states to he added

Subimit
Revigw
Approve
Crery

Recard|

Add states I Cancel I

3. Click the Add states button.
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After you succeed at completing the steps listed previously, the process flow chart appears in the working
area of the page, and each state is represented by an oval.

Submit

Time Off Request

While working with various forms as part of the workflow-management page, you can click Show whole
workflow in the toolbar at any time to return to the flowchart.

oy Notice that the Submit state is labeled as the initial state, because it is the first state in the list

of states and is designated as the first state in the process.

Once the states are defined, the next step is to develop transitions that move an entry from one state to
the next.

Define Transitions for the Workflow

Transitions define the way that the work flows from one state to another. They may be manual,
automatic, or triggered by a specific condition.

The following transitions are defined in a worksheet table presented in Chapter 2.

State Can transition to...
Submit Review
Review Approve

Deny
Approve Record
Deny (Completes workflow)
Record (Completes workflow)

Forum provides five built-in transition types. However, the Time Off Request example uses only the one
called “"Manual transition (group 1).” This transition type allows participants to use a drop-down list to
move an entry from one state to another.

The rest of this section shows you how to define manual transitions that can be used by any registered
user; this is just the first step in the process of defining these transitions. The next chapter shows you
how to restrict this feature to only those users who should have permission to change the entry’s state.
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To begin, define a manual transition that allows participants to change the entry’s state from Submit to
In Review.

Create the Transition from the Submit State to the Review State

To create a manual transition:
1. Using the flowchart, click the Submit oval.

This action causes the workflow tools to update its information. The “Edit the current state”
header now indicates that the Submit state is the current state.

(m current state:
Submit

= Add or delete transtions

n Set access rights for this state
w Add or delete guestions

n et access rights for guestions
n Add or delete notifications

» Rename the state

n Ao stete texd

2. Click the Add or delete transitions tool in the “Edit the current state” section.

The “Add or delete transitions” form appears. Use this form to define how an entry can move
from one state to another.

3. Click the condition Manual transition (group 1).

4. In the “to cause a transition to:” list, click Review.

Add or delete transitions

Define a new transition

Select the conditions that must all be true: [1] to cause a transition to:

Manual transition {group 1) Subimi

Manual transition {group 2 R e ey

When everyone has responded Approve

When a reply is added to the entry Deny

Record
When nao state change has accurred in:
day(s) hour(s) minutels)
Add transition and close I Adid transition and continue I Cancel I Help I

Chapter 3: Creating a Basic Workflow Process — 33



5. Click the Add transition and close button.

After you successfully complete the previous steps, the working portion of the page displays an arrow in
the flow chart that represents the newly defined transition:

Subrmit
(initial state)

Create Transitions from Review

When the request is in the Review state, the manager reviews the request and makes a decision.
Because the decision has two possible outcomes, it is necessary to define two different transitions: from
Review to Approve, and from Review to Deny.

To create two manual transitions from Review:
1. In the flowchart, click the oval for the Review state.
2. In the “Edit the current state” tools, click Add or delete transitions.
3. Inthe “Select the conditions that must be true:” list, click Manual transition (group 1).

4. In the “to cause a transition to:” list click Approve.

Add or delete transitiun

Define a new transition

Select the conditions that must all be true: [1 to cause a transition to:
Manual transition (group 1) Submit
Manual transition (group 25 R i e
When everyone has responded Approve
When a reply iz added to the entry Deny
Record
When no state change has occurred in:
dayis) hauris) rminutels)
Add transition and close | Add transition and continue I Cancel I Help |
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5. Click the Add transition and continue button.

6. Once the window refreshes, click Manual transition (group 1), and then click Deny.

Add or delete transitium

Define a new transition

Select the conditions that must all be true: [1] to cause atransition to:
mManual transition foroup 1) Submit
mManual transition (oroup 2) Review
WWhen everyone has responded Approve
Wihen a reply is added to the entry
Recard
When no state change has occurred in:
dawi(s) hours) minutels)
Add transition and close I Add transition and continue I Cancel I Help I

7. Click the Add transition and close button.

After you successfully complete the steps, the flowchart in the working area of the page represents the
two new transitions with two arrows coming from the Review state.

Submit
{initial state)

Time Off Request
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Notice that the Workflow tools, on the left side of the page, identify the new transitions:

Edit the current state:
&Review

n Add or delete transitions

n Set access rights for this state
n Add or delete guestions

n Set access rights for gquestions
w Add or delete natifications

» Rename the state

m A

Transitions:
Approve

n Manual transition (group 1)
Deny
\\- Manual transition (group

\_/

Transition from Approve to Record

Once the manager has approved the Time Off Request, Human Resources must record it in the Time Off
Database. This task is marked as complete when the state transitions to Record.

Using the steps described above, create a manual transition from Approve to Record.

Create a manual transition from Approve to Record:
1. Click on the Approve oval in the flowchart.

2. Click Add or delete transitions.

3. Once the “Add or delete transition” form appears, click Manual transition (group 1) and then
click Record.

4. C(lick Add transition and close.
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After you successfully complete the steps, the flowchart reflects the transition:

Submit
{initial state)

Time Off Request

After completing this step, you have created an initial, functional version of your workflow process.

Testing the New Workflow Process

After creating a minimally functional workflow process, verify that the transitions function properly. (At
this state of its development, the process does not define specific access to the workflow based upon the
participant. This means that any participant in the discussion forum can transition the entry through the
entire workflow.) To prepare for testing, log in as any user (the example suggests logging in as John
Hall).

To test a manual transition:
1. Log in as John Hall.
2. Enter the Time Off Requests discussion forum.

3. Add a discussion topic using the Add menu option.

4. Enter the information and click OK.
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After you succeed with this step, you should see a page similar to this:

SiteScape Forum SiteSca - Forum
SiteZcape Forum Workspace pe--

£ John Hall

EIH)] Options | Wk files | Site map | Bookmarks | Help | Log out

My summary | Workspace |
Addw | Attachw | Modifyidelste ™ | Tools'w | Mextunseen | Listunseen | Search| || Previoustopic | N
[ Time Off Requests

2 1. Be time off next Friday Reply |
P dobn Hall - Posted on 014 4/07 03:20 PM

| am reqle 0 8 hours off next Friday, 119,

Attachmems  Showfile dragidrop box |

5. On the toolbar, click Tools, and click Initiate a workflow process.

Tools

*{:l Mext unseen | List unzeen | Search

‘/Display options
next Friday ® et notification
B Set zeen entries

1A 407 03200 Add forum to My Summary

I next Friday, 1

B |nitiste o workflow process

poidrop box

6. On the form that appears, click the radio button next to the name of the Time Off Request
workflow process, then click OK.
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After you succeed with the previous step, Forum displays the following page, and the workflow
information appears at the top of the entry. Notice how Forum implements the “Manual

transition (group 1)” transition as a drop down list used to trigger the transition to another
state:

SiteScape Forum SiteSca - Forum
SiteScape Forum Workspace pe=-

# John Hall

Find | Options

|'weh files | Site map | Bookmarks | Help | Log out
My sumimary | Workspace |

Addw | Attach | Modifyidelete | Tools» | Mext unseen | List unseen | SearchlZl | Previous topic | Mesxt topic

Workﬂo@ﬁeques@hangestatetn Rewiew [ u|<|

[ Time Off Requests
=D 1. Requesting time off next Friday

Reply |
A Jobn Hall  Posted on 014407 03:20 PM
Wiorkflovy state changed by Jobn Hall on 011 407 03:235 P

I am requesting 8 hours off next Friday, 1719,

Attachmemts  sShowfile dragidrop box |

7. To test the transitions, make sure that the “Change state to:” drop-down list is set to Review,
and click OK.

8. View the top folder of the discussion forum by clicking on the linked folder title toward the top of
the entry.

After you succeed with the previous step, the folder-listing page appears as follows:
SiteScape Forum

SiteScape~Z-Forum
SiteScape Forum Workspace pe=-
& John Hall

] Options | Wik files | Site map | Bookmarks | Help | Log out

My summary | Workspace |

Addw | Modifyideletew | Toolsw | Mextunseen | Listunseen | Search| |

A Time Off Requests [USEI Filters (edit) Currentfitter: | Mone [ ]

Use this discussian forum to Unseen m Title Replias  Author Activity date

prototype the paid-time-off

workflow process. 1. @Requesting tirme off next Friday A dohn Hall 01014507 03:25 P
Wigwne entry number: OK |

Test the Remaining Transitions (Exercise)
Use the steps outlined in the previous section to test the rest of the transitions. If the workflow is not

functioning properly, return to the workflow-management page, and review the transitions to ensure they
are correctly defined.
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When you successfully transition to the Review state, Forum displays this page:

SiteScape Forum SiteScape=-- Forum
SiteScape Forum YWaorkspace pe=-
£ John Hall Find | Options

| Wveh files | Site map | Bookmarks | Help | Lo out

My summary | Workspace |

Addw | Attachw | Modifyidelete | Toolzw | Mext unseen | List unseen | Search: | Previous topic | Mext topic

Workflow: Time OﬁRequhange state 10 | Approve E] DK| ‘

[ Time Off Reguests
=D 1. Requesting time off next Friday

Reply |
£ John Hall - Posted on 01,1407 03:20 P
Wiorkflowy state changed by John Hall on 014407 0325 PM
| arm requesting 8 hours off next Friday, 1719,

Attachments

Shone file dragddrop box |

When you successfully transition to the Approve state, Forum displays this page:

SiteScape Forum SiteScape=-- Forum
SiteScape Forum Workspace pe--
£ John Hall Find | Options

| ek files | Site map | Bookmarks | Help | Lo out

My summary | Workspace |

Addw | Attach < | Modifyidelste s | Toolzw | Mext unseen | List unseen | Search: | Presvious topic | Mext topic

Workflow: Time Off Requhange state t DK|

(3 Time Off Requests
2 1. Requesting time off next Friday

Reply |
FAdobn Hall  Posted on 014 407 03:20 P
Wiorkflowe state changed by John Hall on 0141407 0328 P
| am requesting 8 hours off next Friday, 1719,

Attachments

Shove file dragidrop box |
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When you successfully transition to the Record state, Forum displays this page:

SiteScape Forum SiteSca - Forum
SiteScape Forum Waorkspace pe=-

£ John Hall

fod]] Options Wb files | Site map | Bookmarks | Help | Log out

My sumimary | Workspace |

Addw | Attach | Modifyidelete | Toolz | Mext unzeen | List unseen | SearchlZl | Presvious topic | Mext topic |

[Workﬂow: Tirme Off Req@ RecortD

(O Time Off Requests
2 1. Requesting time off next Friday

Reply |

Gdobin Hall  Posted on 014 407 03:20 P
Wiorkflovwy state changed by John Hall on 014 407 03:30 P

| am requesting 8 hours off next Friday, 1719,

Attachments  Showfile dragidrop box |

Because the workflow is in a final state in the previous picture (there is no drop-down box to make an
additional transition), you need to re-initialize the Time Off Request workflow process for this entry using
the same steps you used to begin the workflow earlier in this chapter; this action places the entry back in

the initial state (Submit). Then, after you successfully transition to the Deny state, Forum displays this
page:

SiteScape Forum SiteSca = Forum
ShteScape Forum Workspace pe--

2 John Hall

fand]| Options | Wk files | Ste map | Bookmarks | Help | Lo out

My summary | Waorkspace |

Addw | Attachw | Modifyfdelete s | Tools | Mext unzeen | List unseen | Search|:| | Prewvious topic | Mesxt topic ‘

[Workﬂow: Time Off RQESTZ DenyD

[ Time Off Requests
& 1. Requesting time off next Friday

Reply |

P dohn Hall  Posted on 01414007 03:20 P
Wiorkflowy state changed by John Hall on 011 407 03:31 P

I am requesting 8 hours off next Friday, 1719,

Attachments  Shovwfile dragidrop bos |

As you continue to perform the tasks in subsequent chapters, log in as various users to test the features
that you add to the workflow process.
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Summary

Based upon the worksheet tables in Chapter 2, you have:

O

O
O
O

Developed a workflow process using the workflow-management page.
Created states that are associated with the tasks you defined during the design process.
Created state transitions that cause the work to flow through the process.

Tested the workflow by moving an entry through all defined states in the process.

Next Steps

The remainder of this tutorial describes further customization of the paid-time-off workflow process. The
next chapter outlines and describes access control for the workflow. Access control identifies who has the
capability to read entries, as well as who has the right to use manual transition to apply a new state to an

entry.
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Chapter 4: Setting Access Controls

Using the access control feature of Forum workflow, you can specify which participants may participate in
causing an entry to transition from one state to another. Also, if the entry contains sensitive information
at any time during the workflow process, you can restrict who may view the entry. This feature
implements “per entry” access control, checking privileges for individual entries at each state in the
workflow process.

What’s in this Chapter?

The following sections describe how to set up access control in Forum as well as using various
approaches with the workflow tools that set access control for one or more states.

What is Access Control?

When creating a workflow process using default settings, every user who can enter the discussion forum
has access to view the entry and to participate in state changes. For almost all production-ready
workflow systems, it is necessary to alter this default access control, so that:

Q  Only members of the team assigned to the business process may participate in the workflow
process.

Q  Only designated responsible individuals participate in changing states.

=" Access control is the term used to identify which users have the right to perform specific tasks at
each state within the workflow process.
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Access

-Control Choices

When configuring access, it is possible to set access control for:

O

O

The entire discussion forum

Define access control to the entire discussion forum by using the Set forum access control
option in the management menu. For information on setting a forum’s access control, refer to
the Manager online Help or to the Getting Started Guide for Forum Managers document.

One or more states.

Planning Access Control

Before configuring access, identify the following:

O
O

O

States—You defined these in the previous chapter.

Access rights—For each state, define who can view, modify or delete, respond to, and

participate in state transitions.

Users or Groups—Map “participants” to usernames and group names within Forum.

In Chapter 2, the table used for access-control planning appeared as follows:

State Participant Access required
Submit The employee, or time off requestor | e Only the manager and employee can see an
employee’s request.
e The manager is the only one allowed to transition
the work to Review.
Review | The manager e The manager is the only one allowed to transition
the work to Approve or Deny.
e Employees can review only their own pending
requests in this state.
Approve |[The manager and employee e The manager, employee, and HR may view the
request in this state.
¢ Only HR can transition to Record.
Deny The manager and employee The manager and employee can review requests in
the Deny state.
Record Human Resources The manager, employee, and HR may view the work
in this completed state.

44 — Chapter 4: Setting Access Controls




Subsequent sections in this chapter describe how to implement this plan for access control.

Setting Access Rights for the Submit State

Given the planning-worksheet table for access control, an entry in the Submit state needs to be
viewable by the person who created the Time Off Request, but not by any of her or his peers. In
addition, only a manager can transition the entry from Submit to Review.

To set access rights for the Submit state:

1. View the workflow-development page for the Time Off Request workflow, if you are not already
viewing this page.

2. Click Show whole workflow in the toolbar, which displays the flowchart in the working area.
3. Click the Submit oval in the flowchart.

4. Click the Set access rights for this state workflow tool:

Edit the current state;

E&Slll}ll]ﬂ

"
n Set access rights for this state
n A

n et access rights for guestions
n Add or delete notifications

» Rename the state

n Ao stete texd

The “Set access rights for...” form appears in the working area of the page, as follows:

<mss rights for:Submit
chss rights

State Access rights [l Users

Submit [or | | ey [] Faorum default

sef access | | Modify or Delete
tight= far Respond [] Ertry crestor

all states Change State (groug 1] [] &l readers [i]

Change State (group 20 T e
. . zer-zpecified lists
Transition into this state D
Select all appropriste options

Ol & 1 dmad
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5. Click Change State (group 1), located in the Access Rights column of the form, which selects
it.

6. Click the Selected users and groups checkbox, as follows:

Set access rights for:submit
Specify access rights

State Access rights [il Users

Submit (ar | | e [] Forum detaut
get Aaccess || podify or Delete
vighi= for Respond [] Ertry creator

all states Change State (group 1] |:| A1l readers [1]
|:| U=ser-zpecified lists

Change State (group 2
Transition inta this state

Find users @

Groups

7. Click the Find groups button:

TS IO T

all states ] Alireaders |

D U=zer-zpecified list=

Chang ‘group 1]
Change State (group 27
Transition into this state

Select all appropriate options
Az for izt when warkflow starts

wi Selected users and groups

Users

Find users O

Groups

/\

Find group= 10 )
v

Applyl Cancel | Help I
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Forum displays the “Find groups” page in a new window.

Recall that, when completing the prerequisites for this tutorial, you created a group called
Managers whose only member is Bob Jones.

8. C(lick View names starting with..., and click the letter M, as follows:

Find groups

Findvia: @ gearch O Type o paste namas O Upload file of names

Type & search string in the box to return matching group names inthe Avallable select box, Select and add them to the Selected box, You can alzo select and
remove group names fram the Selected box.

Search
Examples: *, p*, peter
Apply filters
Searchinthis | zone V]

Use shortcuts
View all names in zone View all names in workspace

Vi ames starting with....v

TTTOEroH! skQuUDoPaRETUY WYY Z

Seled 1 2 34 567540

Available

(availahle names...) Add == (selected names..)

Add all ==

9. C(lick Managers in the Available box, and click the Add button:

Apply filters

Searchinthis | zone ]

Use shortcuts
View all names in zone View all names in workspace il View names starting with... ¥

Available Seleete_ﬂ iou can mukti-select options from the select
bomes (using Ctr-Click and Ctr-Shitt- Click).

(selected names..)

Add all ==

Rermowe
Remowe 3l

Apply | Cancel I

Forum lists “Managers” in the Selected box, located to the right of the Add button in the
previous picture.

10. Click the Apply button in the bottom-left corner of the form.

Forum closes the “Find groups” window, and lists "Managers” on the “Set access rights for...”

page.

11. Back on the “Set access rights for...” page, click Apply:
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Azk for list when woaorkflow starts

Selected users and groups
Users

Firnd users 10

Managers (managers)

G)p[D Cancel I Help I

After you successfully complete the steps, Forum displays a report of the current access-control settings
at the bottom of the “Set access rights for: Submit” page:

Apply I Cancel I Help I

Current access rights /\

State | View Modify Respor Change State N Change Transition
or Delete {group 1) ate into this
{qroup 2 state

Submit | Forum Forum Faru hManagers Forum Forum default
default default defau [Managers) Frouds fault

/

~_

At this point in the development of the workflow process, only Bob Jones (as the sole member of the
Managers group) has the right to transition the entry from Submit to Review.
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To test this access-control setting, log in as John Hall, and notice that the drop-down list used for state
transitions does not appear:

SiteScape Forum Sltes.cape'-'.‘. Forum
=

e Forum YWorkspace

& John Hall

Find | Owtions | ek files | Site map | Bookmarks |Help | Log out

My summary | Waorkspace |

Addw | Atach | Modify/delete | Toolz< | Next unzeen | List unzeen | Search: | Previous topic | Mext topic |
T —

[Workﬂow: Time Off RequeQSuhmﬁ]

(O Tirne Off Requests
=) 1. Requesting time off next Friday Reply |

Adohn Hall  Posted on 014 4/07 03:20 P
Workflow state changed by John Hall on 014407 03:49 PM

lam requesting 8 hours off next Friday, 1419,

Attachments  Showfile dragidrop bos |

When you log in as Bob Jones, notice that the drop-down appears (because he has the right to use the
manual method of making a state transition):

SiteScape Forum SiteSca pe'-'.'.. Forum

Ca P WNOFESpace

£ Bob Jones

Find | Options | wvieh files | Site map | Bookmarks | Help | Log out

My summary | Workspace |

Addw | Attachw | Toolz | Mext unseen | List unseen | Search | Previous topic | Mext topic
—— —

— ———

Workflow: Time Off Request Subn(it Change state to: | Review E| 1}|<|

(O Time Off Requests
D 1. Requesting time off next Friday Reply |

Fdohn Hall - Posted on 014407 03:20 P
Workflow state changed by Jobn Hall on 014 4407 03:49 P

| arm regquesting 8 haurs off next Friday, 1719,

Attachments

Setting Access Rights for the Review State

Using the steps outlined in the previous section, set the access rights for the Review state so that only a
manager can transition the entry from Review to either Approve or Deny.

To set access rights for the Review state:

1. Click Show whole workflow in the toolbar, which displays the flowchart in the working area.
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2. Click the Review oval in the flowchart.

3. Click Set access rights for this state link in the workflow tools.
4. Click the Change State (group 1) access right, selecting it.

5. Click the Select users and group checkbox.

6. If "Managers” is not already present in the Groups box, click the Find groups button, and
select the “"Managers” group.

7. Back on the “Set access rights for all states” page, click the Apply button.

After you successfully complete the steps, the “Current access rights” (at the bottom of the “Set access
rights for: Review” page) appears as follows:

Current access rights

7
State View Maodify Respond /| Change State \ Change Transition
or Delete {group 1) ate into this
roup 2} state
Feviewy | Forum Farum Farum Managers /Drum Forum default
default default default [Managers) Groug default
N /

\_/

Set Access Control for More than One State

When configuring access control, it is likely that some states need the same access-control settings.
When creating access control, you can use the convenient Set access rights for all states workflow
tool to work with access control for more than one state at a time.

In our example, “view” rights for the Approve and Record states are the same. Use the following steps
to set the same access rights for these states.

To set access rights for more than one state:

1. Click the Set access rights for all states workflow tool in the “Edit the whole workflow”

menu.
Workflow process: D ) )
Time Off Request Set access rights for:Review
Specify access rights
Edit the whole workflow: -
» Add or delete states or modify State Access rights [1] Us
the initial state .
- . Rewview [0F | | ey [
Sd, modiTy, or delele conditions I
w Add, modify, or delete can.drtluns setaccess | | Magity or Delete
u Ll E LA tigght= for all Fespond E
. states) Change State (oroup 1) L
TRt Ol e Change State (group 2)
= PP Trans=itinn into this state |:
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The “Set access rights for all states” screen displays the access-control information for all states
within the workflow.

2. Ctrl+Click Approve and Record, highlighting both state names:

Set access rights for all states
Specify access rights

States Access rights [l Users
m Yiewe [] Forum defau
Reviesny odify or Delete

Approve espond [] Entry creston

Deny hange State (group 17 |:| &l readers [
Record hange =tate (group 20

Uzer-specifidg
|| Transition into this state O s

Select all ap

3. Click View:

Set access rights for all states
Specify access rights

States Access rights [il
Submt
REnvieny
Respond
Deny Change State (group 1]
Record Change State (group 21

Transition into thiz state

4. C(lick the Entry creator checkbox:

Set access rights for all states
Specify access rights

States Access rights [il Users
Subimit Wiewy
Reviewn Modify ar Delete
Respond
Deny Change State (group 1)
Fecord Change State (group 2

Uzer-zpecified listz
Transition into this state O 2

Zelect all aporooriate ol

By clicking Entry creator instead of using the Find users button to specify John Hall, you are
making a workflow process useful to a much larger group. If you specified only John Hall’s
username, then John Hall is the only employee who can use this Time Off system. When you
specify “Entry creator,” any employee who creates an entry in the Time Off discussion forum
now has the right to view her or his own request.

5. Click the Selected users and groups checkbox.
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6. Click the Find groups button.
7. Use the “Find groups” window to select “*Managers” and “Human Resources.”
8. Back on the "Set access rights for all states” page, click the Apply button.

After you successfully complete the steps, the “Current access rights” portion of the “Set access rights for
all states” page reflects the new access settings in the View column, as follows:

L —
.ﬂ«/ppru:uve Eritry creator Fg
Human Fezources g

[humanresource) Groug
Managers
[managers] Group

\\

Dy ey Fd
’\ e

7

Record | Entry creator \ Fq
Human Resources (el
[humanresaurce) Srodp
Managers
[managers) Frods /

Set Access Control for the remaining states (Exercise)

Use the steps that you learned in previous sections to set access control as designated by the planning
worksheet developed in Chapter 2:

State Participant Access Required

Submit | The employee, or time off requestor | e Only the manager and employee can see an
employee’s request.

e The manager is the only one allowed to transition
the work to Review.

Review | The manager e The manager is the only one allowed to transition
the work to Approve or Deny.

e Employees can review only their own pending
requests in this state.

Approve |[The manager and employee e The manager, employee, and HR may view the
request in this state.
¢ Only HR can transition to Record.
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State Participant Access Required

Deny The manager and employee The manager and employee can review requests in
the Deny state.

Record Human Resources The manager, employee, and HR may view the work
in this completed state.

After you successfully set access control according to the table, the “Current access rights” portion of the
“Set access rights...” page appears as follows:

Current access rights

State View Modify Respond | Change State (group 1) Change Transition
or Delete State into this
group 2) state

Submit Ertry creator FOFUm Forum Managers (managers) Grads | [Forum Forum detault
Managers (managers) Grows | Hefault default iclefanl

Review || Entry creator FOFUm Forum Managers (managers) Grads | [Forum Forum detault
Managers (managers] Groe | Hefault default clefanl

Apprave] | Entry crestar FarLIm Farum Human Resources Farum Farum detault
Human Resources Jefault default [humanresaurce) Grogs clefanl
(humanresource) Grogs
Managers (managers) Frouws

Deny Ertry creator FOFUm Forum Forum default Forum Forum detault
Managers (managers] Groe | Hefault default defaul

Recard || Entry creator FOFUm Forum Forum default Forum Forum detault
Human Resources Jefault default defaul

(humanresource) Grogs
Managers (managers) Frouws

Members of the Managers and Human Resources groups can work with all Time Off requests; only the
employee who submitted the request (the “entry creator”) can see it. If you want to be thorough, you
can set the “"Modify or Delete” column to be the same as the “View"” column. However, only those with
“view" rights are able to access the UI tools required to modify the entry, add a reply, or delete it.

Note: Until you become more experienced with implementing workflow processes, it can
be very helpful to allow the wf_admin user to view the entry in all workflow states during
prototyping. This allows you to use the most powerful of managerial usernames to
troubleshoot, should the process provide difficulties for you.

You can log in using various usernames to test your access-control settings. Be sure to test the entry in
the Approve state to make sure that only the Tiffany Vail user (HR) has the ability to transition the entry
from Approve to Record.
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Summary

Access control is an important aspect of workflow, because it allows a workflow designer to set levels of
security and access to each task within the workflow.

While developing a workflow process, you can use workflow tools to set access for one state at a time or
to work with more than one state simultaneously. Access control is comprised of who can see, modify or
delete, respond to (a workflow question), or transition into or out of a specified state. When defining
access control, you can specify all users, entry creators, or specific users and groups.

When you consider granting workflow access to an individual, make a distinction between times when
more than one individual can use the workflow and when a specific individual always uses the workflow.
The “Entry creator” individual applies to any Forum user who has permission to participate in the
discussion forum and who can create entries in that forum. However, there may be occasions when
“Jamaal” or “Ingrid” should be the only user who is to perform at a given level of access every time the
workflow runs for any entry. Chapter 7 provides another example of specifying a type of user instead of
one specific user, making the workflow process more generally applicable throughout a large
organization.

At this point, you have a fully functional workflow process that corresponds to the design presented in
Chapter 2. Congratulations!

Next Steps

Manual transitions are useful and powerful. However, many production-ready workflow processes require
more sophisticated methods for determining whether to transition an entry to a new state. Chapter 5
introduces you to the concepts of workflow guestions and condiitions, which you can use to define
transitions.
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Chapter 5: Using a Question in Workflows

Given the workflow designed in Chapter 2, Forum considers only one condition when determining if an
entry’s state should change: did someone transition the entry manually?

Despite the power of manual transitions, there are many times when a business process calls for a more
complex set of conditions: examples include when one person in a group votes “yes,” when everyonein a
group votes “yes,” when everyone in a group votes “yes” (except when one high-level manager overrides
the process and “forces” the transition earlier), when someone adds a reply to the entry, or when a
certain number of calendar or business days have passed without a transaction occurring.

In many complex transition scenarios, it can be helpful to define a workflow question for your process.

What’s in this Chapter?

This chapter provides instructions for creating questions within workflows and for configuring state
transitions based upon provided answers.

= A workflow question allows the workflow process to use a set of answers to determine whether

" and how an entry should transition.

Add a Question to the Workflow

- A question can be specific to one state. As another option, you can define a global question,
- which you can then associate with any number of states; this is helpful when multiple states
require the same question and answer set. A state can have multiple associated questions.
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For example, consider the conditions table from Chapter 2:

Condition

The employee enters a Time Off Request. | Submit

The manager indicates receipt. Review

—_—

Causes the work to transition to...

<‘mnagerapproves the request. W
Wager denies the request. Den)/

P—————

HR has entered the approved vacation Record

When reviewing the conditions table, look for conditions that can be automated. For example, the third
and fourth items are excellent examples of conditions that can be determined automatically using

workflow tools.

For example, you can alter the implementation of the Time Off Request workflow, so that the manager’s
answer to a workflow question determines if a request is Approved or Denied. Given the design of the
Time Off Request workflow, the workflow question should appear to the manager in the Review state.

To add a workflow question to the Review state:

1. View the workflow-development page for the Time Off workflow, if you are not already viewing

this page.

2. Click Show whole workflow in the toolbar, which displays the flowchart in the working area.

3. Click the Review oval in the flowchart.

4. From the “Edit the current state” menu, click Add or delete questions:

Workflow process: D
Time Off Request

Edit the whole workflow: - sul
= Add or delete states, or modify (initial
Rey

the intial state
A, modify, or delete conditions

|

» Add or delete global guestions
n et access rights for all states
|
|

Rename the workflow process
Enahle woarkday transtions

Edit the current state:
&Review
= Ao or delete transtions
ST Tt state Approve
w Add or delete guestions

o Guestions
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The “Define a question asked in:” screen appears in the working area of the page.

5. Enter this question and set of corresponding responses:

Define a question asked in: Review [il

( Do you approve of this re@

‘Ei onses

Clshow response comment O Group Response Question [il

When users answer questions, they may also provide comments that can clarify their
-2 answer. Checking the Show response comment checkbox (toward the bottom of
the previous picture) enables participants to provide and read these comments.

If you check Group Response Question, then any one member is allowed to provide an
answer for the whole group. Group members can review previously submitted answers, and
group members’ answers may override one another.

6. Click OK to save the question.
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The newly defined question appears at the bottom of the “"Define a question asked in...” page:

CIShow response comment F Group Response Guestion [

ﬂl Cancel | Help I

Current Guestions:
Cluestion Response Comment Group Response Responses

« Do you approve of this Yes
o1 request? L1 L1 No
Deletel
Associating Conditions with Question Replies
- For the entry to transition to another state based on participants’ responses to the workflow

- question, the responses must be associated with at least one true or false condition; if all
associated conditions are true, then the entry transitions to the next state.

The following sections describe how to define and associate conditions with responses to workflow
questions.

Define the Approved Condition

The question, “Do you approve of this request?” has two possible responses. To implement our design,
both of the responses must have an associated condition.

1. Make sure that the current state is Review.

2. Click the Add, modify, or delete conditions workflow tool:

Workflow process. Defin
Time Off Request
Chuest
Edlit the whole workflow: |
n Addd or delete states or modify
e Respd
n Add, modify, o delete conditions
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The “Add, modify, or delete conditions” screen appears, listing the available conditions.

Add, modify, or delete conditions: Time Off Request
Conditiens

Type

Condition name

Buitt-in

Marual transition (group 1) [l

Built-in

Manual transitian (group 2 [il

Buitt-in

When everyone has responded
Mote: If "all readers” have the access right to respond to guestions, this condition will not
ok,

Buitt-in

When a reply iz added to the entry

Add condition Meodify condition Delete condition Cancel

Click the Add condition button.

The “Add a condition” form appears.

Enter the condition nhame “Approved.”

In the “If this state is...” column, click the Review checkbox.

In the Review row and in the “And if this response is given...” column, click Yes (which selects

it).

Chapter 5: Using a Question in Workflows — 59



7. Click the “Condition is true if the specified items are found” radio button, toward the bottom of
the form.

Add a condition: Time Off Request
Add a condition

anditiename
Approved

Make a state transition...

If the state is... | And If this response is given... | By any of these responders...

[ supea———nuo__~

< R e e Do you approudof this request?

\ Mo

F Approve

F Deny

[] record

Search query {optional)
[T Include a search query {a form will be displaved when you click OK)

Res

@ condition is true if the specified iterms are found Example [l
O Condition 15 e spETiedteTTE are not found. Example [l

ﬂl Cancel I Help I

8. Click OK.
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9. The “Add, modify, or delete conditions” form reappears, displaying the new condition.

Add, modify. or delete conditions: Time Off Request

Coniitions
Select | Type Condition name
Biitt-in Manual transtion (groug 1) [i]
Biitt-in Manual transtion (groug 20 [i]
Buitt-in When everyone has rezponded

Mate: If "all readerz" have the access right to respond to questions, this
condition will not swork.

Bt Yihen a reply ism
</O Search Approved
N

(true if Reviem [ouery]
found) Do you approve of this reguest?  Yes
Add condition I Modify condition I Delete condition I Cancel I

This condition is “true” if Forum receives one “yes"” response to the workflow question while the
entry is in the Review state.

Given our example workflow implementation, members of the Managers groups are responsible
for transitions in the Review state. This implementation is assuming a level of trust; although
all managers would have the capability of causing a state transition for any employee (only one
“yes” answer causes the transition), this implementation trusts that only the manager of the
given employee will answer this question for their particular employees’ requests.

Define the Denied Condition (Exercise)

Follow the steps in the previous section to define a condition named “Denied” based on a “no” answer.
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After you successfully complete the steps, the bottom of the “Add, modify, or delete conditions...” page
appears as follows:

{:} Search Approved
(true if Fevienn [guery]

g fio Do you approve of W
L~ }
< {:} Zearch Denied

(true if Reviewy [guery)
\ fauncd] Do you approve of this request? Mo

/

A(I{Immlitionl Moddify wmlitionl Delete comliti-:rnl ﬁancell

Define the Transitions

Once you define conditions, you must define the transitions that base their actions on the conditions.

Create an Approved Condition

1. Make sure that the current state is Review.

2. Click the Add or delete transitions workflow tool:

Add or delete transitions: Review
Define a new transition

Select the conditions that must all be true: [1 to cause a transition to:
Manual transition (group 1) Subimit

Manual transition (group 2) Review

YWhen everyone has responded Approve

eplyis added to the entry Deny

Appraved Recard
Denied
YWhen no state change has occurred in:
dayis) houris) minute(s)
Add transition and close I Add transition and cominuel Canc eII Help I

The “Add or delete transitions” form appears in the working area of the page, including the two
new conditions that you just created.

3. From the “Select the conditions that must all be true” list, click Approved (which selects it).
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4. From the “to cause a transition to:” list, click Approve (which selects it).

5. Click the Add transition and continue button.

Add or delete transitions: Review
Define a new transition

Select the conditions that must all be true: [1] to cause atransition to:

Manual transition (group 12 Submit

Manual transition (group 2
‘When everyone has responded
When a reply is added to the entry

Fecard

Approved
Denied

YWhen no state change has occurred in:
dayis) houris) minutels)

Add transition and clu:rs.el Add transition and cmb Cnncell HeIpI
S ——— I

The new transition appears in the “Current transitions” table. A subsequent section shows how

to remove older transitions.

Create a Denied Transition (Exercise)

Using the steps in the previous section, create the “"Denied” transition to the Deny state.

After you successfully complete the steps, the “Current transitions” portion of the “Add or delete
transitions...” form appears as follows:

Current transitions

Conditions that must all he true: to cause atransition to:
{:} Manual transition (group 17 Approve
Ceny

</{:} Lpproved .ﬂ.ﬂprm
\{:} Denied De ny

elete transition and continue I Cancel I

Delete transition and close
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Removing Older Transitions

In Chapter 3, you allowed managers to transition an entry manually from Review to Approve or Deny.
The creation of the Approved and Denied transitions renders the existing manual transitions unnecessary.

To remove manual transitions:

1. In the “Current Transitions” table, click the radio button next to either instance of “Manual
transition (group 1).”

2. C(lick Delete transition and continue.
3. Select the remaining transition and delete it in the same way.

The “Current transitions” section of the form appears as follows:

Current transitions

Conditions that must all be true: to cause a transition to:
() Approved Approve
() Denied Dery

Delete transition and close I Delete transition and continue I Cancel I

Granting Permission to View and Answer the Question
The final step is to modify the access control so that only managers can see and respond to the question.
To control access to the question:

1. Click Show whole workflow in the toolbar, which displays the flowchart in the working area.

2. Click the Review oval in the flowchart.

3. Click Set access rights for this state workflow tool.

The “Set access rights” screen appears.
4. C(lick Respond (selecting it) in the “Access rights” column.

5. Click the Selected users and groups checkbox.
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6. Use the “Find groups” window to make sure that only the Manager group is selected.

Set access rights for:Review
Specify access rights

State Access rights [l Users

Review [0r | | ey [] Forum defaut
zet access j

tigts for allq [ Entry crestor

states e TaroLp 1) [] &0 readers [1]

Change State (group 2 : e
Transition into this state [ User-specified lists

Select all appropriate options
Ask for list when warkflow starts

N

elected users and groups
Users

Find users 10

Grou
Managers (managers)

Find groups (&

Apply I Cancel I Help I

7. Click the Apply button.

Now, when an entry is in the Review state, only a manager can respond to the question. Other workflow
participants do not see the question. To be thorough, you can also change the “Change State (group1)”
access right to be only “Forum default”; this means that the managers would see only the workflow
question and not both a workflow question and a manual-transition, drop-down list.
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For example, when you log in as John Hall, and when you view the entry in the Review state, this is
what you see:

SiteScape Forum

SiteScape~-- Forum
orum YWorkspace pe--
2 John Hall . )
Find | Optians |Wieh files | Site map | Bookmarks | Help | Lo out

N\

My summary | Workspace |

Ll w | Altach | Modifyidelete | Tools» | Mext unseen | List unseen | Search l:l | Previous topic | Mext topic

Workflow: Time Off R ezt Review
Yiew respanses 0

[ Time Off Requests
&) 1. Requesting time off next Friday

Reply |

A dohn Hall  Posted on 014407 03:20 P
Warkflow state changed by Bob Jones on 0141407 04:35 PM

| am reguesting 8 hours off next Friday, 1019,

Attachmems  Showfile dragidrop bosx

When you log in as Bob Jones (the manager), and when you view the entry in the Review state, this is
what you see:

SiteScape Forum

SiteScape~-- Forum
Forum Yorkspace pe--
£ Bob Jones . -
< Eml] Options | Wb files | Site map | Bookmarks | Help | Log out

My summary | Workspace |

Addw | Attach | Tools™w | RMext unwm@weviwstopic | Mext topic

Workflow: Time Off Requget Review | (Do vyou approve ofthis "'Kl
IWiew responsesfi0 request? -
O ves
O No

[ Time Off Requests
=) 1. Requesting time off next Friday

Reply |

Fdohn Hall  Posted on 010407 03:20 P
Wiorkflowy state changed by Bob Jones on 015 407 04:35 PM

| am requesting & hours off next Friday, 119

Attachments

Bob Jones can click on either the Yes or No radio button, can click OK, and the entry transitions
according to the answer he provides. Go ahead, try it!

Summary

Many business processes require the posing of a question that is very specific to the business process

being replicated by the online workflow process. Sometimes, responses to these questions cause changes
to the flow of the work.
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Questions and their corresponding responses are created for specific states, and then they are associated
with conditions. Conditions are combined to test whether an entry should transition; all conditions need
to evaluate to “true” for the transition to take place. To allow users to participate by answering the
question, use the access-control feature of workflow to assign the “respond” privilege to those users.

Next Steps

Most production-ready workflow processes may involve many different participants at various stages of
the process. Because users do not need to be viewing these entries in some states, and because their
participation may be vital in other states, most of these workflow processes notify Forum users when
work has reached a state that requires their attention. Chapter 6 describes how to set up notifications for
the workflow participants.
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Chapter 6: Notifying Participants

Forum can send e-mail and Zon IM notification in different states of the workflow process. These
notifications alert participants that the work has reached a state that requires their attention, provide
information to managers who are tracking the process of the work, and provide a one-click method for a
participant to view and work with the entry.

Notes: In order to use workflow notifications, Forum must be configured to enable e-
mall notifications. Refer to the manager online Help or the* Getting Started Guide for
Forum Managers” document for information on configuring e- mail servers and
notification.

To use Zon IM for workflow notifications, you must run the Tc/ configuration script that
enables Zon integration, as described in the "Installation Guide.”

What’s in This Chapter?

This chapter provides instruction on creating the following types of notification:

Q Notification of Request Submission—Define a notification that is sent whenever someone
submits a Time Off request.

QO  Notification of Request Approval—Define a notification that is sent when the manager approves
a Time Off request.

Q  Notification of Request Denial—Define a notification that is sent when the manager denies a
Time Off request.

O Notification of an Overdue State—Define a notification that is sent whenever a state reaches a
specified time limit.
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Create a Notification

To determine places in the process where a notification can be helpful, you can review this table from
Chapter 2:

State Participant Action required

N/A The time off requestor Enters the Time Off Request.

Submit The manager Indicates that he has received the request.

Review The manager Reviews, and then approves or denies the request.

Approve | The manager and employee The manager indicates that the request is approved.
Employee must be notified when the request is
approved.

Deny The manager and employee The manager indicates that the request is denied.
Employee must be notified when the request is
denied.

Record Human Resources Human Resources enters the Time Off Request into
the Time Off Database.

Glancing at the third column, which actions appear to be time critical? Which ones could be facilitated
with a notification either at the time the entry moves into or out of a state?

For example, the first line of the table indicates that something is “sent to the manager.” Given that the
entry resides in Forum and may not be viewed by the manager immediately, this is a good place to
include a notification in the workflow process: notify the manager when an entry enters the Submit
state.

To create an e-mail notification:

1. View the workflow-development page for the Time Off Request workflow, if you are not already
viewing this page.

2. Click Show whole workflow in the toolbar, which displays the flowchart in the working area.
3. Click the Submit oval in the flowchart.
4. Click the Add or delete notifications workflow tool the “Edit the current state” menu.

The “Add or delete notification” screen appears.
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5. Click the Entering the state radio button in the “When” column.

Add or delete notifications: Submit

Add a notification

When Send notification to:

/ :
d_® Entering the STEDE L] entrycreator, @ send O Dontsend

© Eviting the state [] &l registered users

[] Userspecified lists

6. Click the Selected users and groups checkbox.
7. Click Find groups, and use the “Find groups” window to select the Managers group.

Forum displays the “Add or delete notifications: Submit” page again. Notice the checkbox below
the Groups box.

— =7

Groups

via e-rnail

Fotification message subject line (optional)
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The previous picture was taken using a Forum installation that did not configure Zon support. If
you configured Zon support, then this portion of the page appears as follows:

Groups

Wia e-mail
[] via M (1]

mlaotification message subject line (optional)

If you check the via IM checkbox, then Forum sends the notification in the form of an instant
message to all specified users who are currently online using their Zon clients. If a user is not
online, then she or he does not receive the notification. If it is important that the notification be
delivered regardless of the a user’s online status, make sure that the via e-mail box is checked
as well.

Note: IM notifications can be an extremely effective tool for very important
notifications during a workflow process. However, overuse of this feature has the
potential to greatly annoy your users, interrupting their work unnecessarily with real-
time Zon notifications. Use this feature judiciously.
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8.

Enter a “Notification message subject line.”

( S;Ieded users and groups

Users

Find users 10
GLO 5
Managers {managers)

Find groups I8

wia e-rail

9.

mlaotification message subject line (optional)
Motification of Tirme Off requesﬂ

LT dmettrrr T hioct lino

Enter the “Notification text.”

M otifc ationted-sm e T T T T T ety
An employee has submitted a PTO regquestin the Time Df’ffn:uruD

LT Append the entry title to the subject line

izl
=

] Append the entry to the bndytex‘[lil [ send attachments with email

OK | Cancel

Using the two checkboxes under the “Notification text” textbox, you can affect the content of
the e-mail message. If you click the Append... checkbox, Forum places the entire content of
the entry into the e-mail, just after the text you specified in the textbox. If you click the
Send... checkbox, Forum attaches to the e-mail all file attachments for the current entry.

10. Click OK to create the notification.
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IO ETOTT [ERT
Anemplovee has submitted a FTO request in the Time Offfl:nrum.l

[ Append the entry to the bndﬁ;textm [ zend attachments with email

Cancel I Help I

Forum reflects the newly created notification at the bottom of the “Add or delete notifications: Submit”
page.

F Append the entry to the body test [1] [ send attachmen

OK I Cancel I Help I

Current notification

Motification upon entry into the state
Recipients:

n Zelected uzers, groups, and teams:
Managers (managers)

Subject:
n PMoatification of Time Off request

Text:

s An employee has submitted a PTO request in the Time Off forum.
» Send attachments: dizabled

Via:

n Email

Delete all notifications for this state

Creating a Notification of Request Approval (Exercise)

Use the steps outlined in the previous section to notify the entry creator whenever the manager approves
a Time Off request. The Human Resources group must also be notified, in order to record the time in the
Time Off database.
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After you successfully complete the steps, the bottom of the “Add or delete notifications: Approve” page

appears somewhat as follows:

state:

£ Approve

n AFFOr delete transitions

» Set access rights for this stete
n Add or delete guestions

» Set access rights for guestions
n Add or delete notifications

= Rename the state

n Al state tesd

Transitions:
Record
= hanual transition (group 1]

MNotifications:
On entry:
n Entry creatar (zend)

Current notification

Notification upon entry into the state
Recipients:
n Ertry crestor (zend)
Subject:
A Time Off request has been approved
Text:
= A manager has approved a Time Off request. | iz ready to be entered in the PTO database.
= Send attachments: disabled
Via:
n Email

Delete all notifications for this state

Creating a Notification of Request Denied (Exercise)

Use the steps outlined previously to notify the entry creator whenever the manager denies a Time Off
Request. After you successfully complete the steps, the bottom of the “Add or delete notifications: Deny”
page appears somewhat as follows:

H elit state:
n ErmmrTElete transitions

» Set access rights for this state

w Add ar delete guestions
» St access rights for questions

n Add ar delete notifications
= Rename the state
n Add state tesd

Hotifications:
On entry:
= Entry creator (send)

Access control:
» View:
Ertry creator

Current notification

Notification upon entry into the state
Recipients:
n Entry crestor (send)
Subject:
= Your Time Off request has been denied by your manager
Text:
» Please consult with your manager regarding this decizion and discuss how to proceed.
» Send aftachments: disabled
Via:
n Email

Delete all notifications for this state

Sending Notification When a State Becomes Overdue

Sometimes, a specific task within a workflow process can get “stuck” in one workflow state. For example,
the participant who must transition the entry to the next workflow state may not be available or may not
perform the work required for some other reason. In this case, the task is no longer continuing through

the process as needed.
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A common way to address this problem includes the creation of an “overdue” state, which includes a
notification informing key participants that work is overdue. The sections that follow describe how to
implement this change in the process.

Create the Overdue State

1. View the workflow-development page for the Time Off Request workflow, if you are not already
viewing this page.

2. Click Show whole workflow in the toolbar, which displays the flowchart in the working area.

3. Click the Add or delete states, or modify the initial state workflow tool.

Workflow process: 4]
Time Off Request

Eilit the a i
w Add or delete states | or modify
the intial state

Submi
{initial stg

oo oeete conditions
n Add or delete global guestions
n Set access rights for all states
n Rename the waorkflow process

4. Type “Overdue” in the “List the states to be added” textbox.

:" |  Add or delete states, of
Li e states to be added
e conditions
puestions
all states
Process
sitions
Add states Cancel I
o= . R
 this stete Modify the initial state [1]
PN aTaT dw e =

5. Click the Add states button.
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6. Verify that the state has been created by viewing the flowchart.

Submit
{initial state)

Define When an Entry Transitions to Overdue

1. Click the Review oval in the flowchart.

2. Click the Add or delete transitions workflow tool in the “Edit the current state” menu.

3. Specify a number of days in the “When no state change has occurred in__ day(s)” field.
This is the number of days after which time Forum sends the notification.

If your zone manager configured the “Manage workday times and holidays for workflow,” you
can use the Enable workday transitions tool to have the transition exclude weekends and
holidays. See the online Help for more information.

4. In the “to cause a transition to:” column, click Overdue (which selects it).

Add or delete transitions: Review
Define a new transition

Select the conditions that must all be true: (1] to cause atransition to:
mManual transition (group 1) Subimit
mManual transition (group 23 Feview
YWihen everyone has responded Approve
YWhen a reply iz added to the entry Deny
Appraved Recard
Denied Cverdue
o state change has accurred in:
] day(s) hour(s) minutes)
N—
Add transition and close I Add transition and c-crlrtinuel Eancell Help I
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5. Click the Add transition and close button.

Submit
{initial state)

D (=2

Create Transitions from an Overdue Entry

Create transitions that allow an entry in the Overdue state to transition to Approve or Deny. This
allows the manager’s supervisor to take over the responsibility of completing the task.

1. Click the Overdue oval in the flowchart.

2, Set two transitions by adding:
¢ “Manual transition (group 1)"” from Overdue to Approve
e “Manual transition (group 1)” from Overdue to Deny

Refer to Chapter 3 for the steps required for creating manual transitions.
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After you successfully complete these steps, the resulting flowchart reflects your changes.

Submit
{initial state)

Approve Deny

Time Off Request

Set Access for the Overdue State (Exercise)

When an approval decision is overdue, it is the responsibility of the manager’s supervisor (Mary Windsor)
to complete the task. Using steps outlined in Chapter 5, set the access control for an entry in the
Overdue state so that only the members of the Supervisors group has the right to transition the entry.
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After you complete the steps, the bottom of the "Set access rights for: Overdue” page appears as

follows:

E - el state: Apply ll.mcell HeIpI
n Add ar delete transitions
» Set access rights for this state T = e T
n A or delete guestions )
= Zet access rights for guestions State View Modify | Respond | Change State Change | Transition
» Add or delete notifications or {group 1) State into this
» Rename the state Delete {group | state
w Ao state text //\ N 2

Overglie | Entry creator orum | Forum Supervisors orum Forum
Transitions: Managers fault | default ( (EUpErvisOrs) Grod Zefauﬂ clefault
Approve (managers)] Grade v
» Manual transttion (group 1) Supervisors

(Supervisars) Grode

Deny
» Manual transition (group 1) x\//

Create the Overdue Notification (Exercise)

Using the steps outlined earlier in this chapter, create a notification sent to the Supervisors group when
the entry enters into the Overdue state. After you successfully complete the steps, the bottom portion of

the “Add or delete notifications: Overdue” page appears similarly to the following:

Add or delejedansitions
» Set access rights for this state
n Add or delete guestions

Current notification

Notification upon entry into the state
Recipients:
» Selected users, groups, and teams:

n Sef access rights for questions BRFERAEE (=R

n Add or delete nofifications
» Rename the state

n Add state text Text:

= Please approve of deny this request for PTO,
n Send sttachments: disabled

Via:

n Email

Subject:
n A& decizion about a Time Off request is overdue

Transitions:

Approve

= Manual transtion (group 1)
Deny

= Manual tranzition (group 1) Delete all notifications for this state

hlotific atiorme:

Test the Notifications

To test the notifications, log on as different users and move an entry through the workflow process. As
the entry transitions, you should receive e-mail notification. If not, make sure that you configured e-mail
settings on your server, and review the workflow notifications you have created.

Summary

Notifications are a vital mechanism for maintaining the efficient and proper flow of work through the
process. Notification can be sent to a number of different workflow participants, whenever a workflow
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process enters or exits a specific state. In addition to many other reasons, notifications can communicate
approval, denial, completion, or overdue status.

Next Steps

A business process often requires the collection and display of data that is specific to the work being
done. You can use Forum to define custom forms and views that more closely match your business
process, you can have your workflow process begin automatically as soon as a user creates your custom
entry, and you can configure a discussion forum so that the custom entry and workflow process are the
only tasks performed in the forum. Chapter 7 describes how to achieve this effect by combining the
power of custom commands and workflow processes.
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Chapter 7: Creating a Command for the Workflow

The previous chapters of this manual provided instructions that helped you to learn the Forum workflow
system. This chapter begins to provide you with instructions for creating production-ready systems that
more closely match the organizational needs of your business process.

Most business processes require the structured collection and display of information that are not part of
Forum'’s default entry types (topics, documents, URLSs, or polls).

. You can create a new entry type by defining a custom form (the page used to collect
- information from the user) and a custom view (the page used to display the information). This
new entry type is called a custom command or a new command.

It can increase the smoothness of the user experience by naming your new command in a way that is
most intuitive to your users, having the entry’s form and view contain familiar information, having your
workflow process begin automatically upon creation of your new command, and removing default entry
types that are not related to your business process.

What’s in this Chapter?

This chapter describes how to create a new command, how to associate the new command with your
workflow process, and how to use one discussion forum to create an application dedicated to working
with paid-time-off requests.
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Planning a Command

As mentioned in previous chapters, it is important to gain a thorough understanding of your
organization’s business process before you plan the corresponding workflow process. In addition to
informing the design of the workflow, the business process also informs the creation of the new
command.

For example, the following picture shows a hardcopy Time Off Request form for the fictional Parapluie
company introduced in Chapter 1:

g © Parapluie, Inc
oA Time Off
F . " Request Form

Reguestor,
tanager,
Department;

Dates Off;
S to_J S

Total Humber of Days Off;

Flease submit this form to your manager for approval,
whowill submit theform to Human Resourcesfor recording.

Thankyou.

HE Form 3311Z March z001

It is possible to use either Forum’s interactive UI to define a new command that replicates this form
online, or you can use templates to create the new command. Chapter 8 briefly discusses why you may
choose one method as opposed to another.

The topic of designing and implementing a complete, production-ready new command is beyond the
scope of this workflow tutorial. However, as a way to get you started with this important and related
topic, the remaining sections in this chapter show you how to use Forum'’s interactive UI to create a new
command, which allows the entry creator to specify time-off dates and a specific manager’s name. The
sections that follow also discuss other aspects of creating a dedicated application based on the new
command.
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Developing Commands Interactively

Because the design needs of production-ready systems often require the association of workflow
processes with new commands, Forum provides a UI that allows you to move easily between workflow
and interactive custom-command creation. To move back and forth between these related tasks, you use
the tabbed interface at the top of the workflow-management page.

-
< Develop workflow processes | Develop commands interactively
T

Select & workflowe | Add a swarkflow | Showe wwhole wiorkflow: 1] | Showe current state [i] | List all states | Guick tips |

Workflow process: L
Time Off Request

Edit the whole workflow: ~ Submit
n Add or delete states, ar modify (initial state)
the initial state

= Add modify, or delete conditions
n Add or delete global guestions
n et access rights for all states

Click on a tab to work with workflow processes or to work with new commands. If you are not currently
viewing the workflow-management page, you can access the management page for new commands
using the discussion forum’s management menu.

To access the new-command-management page directly:
1. Access the Time Off Request discussion forum, which contains your time-off workflow process.
2. Click the Tools toolbar item.
3. Click the Administration menu item.

4. C(lick Develop commands interactively, which is located in the same section of the
management page that allows you to create workflow processes.

Customi workflows in this forum
evelop commands interactivelylﬂ
Dievelop co emplateslﬂ
Develap warkflow pru:u:esseslil

mModify standard menu commands

To add the “"Request time off” new command:

1. Access the new-command-management page from either the management menu in the
discussion forum or by clicking the Developing commands interactively tab.
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The “Add a command"” screen appears.

2. If there are existing commands, click Add a command on the toolbar (otherwise, skip this
step).

Develop workflow processes | Develop comimands nteractively

Zelect a commang(] Add & command ) Command layout | Preview D | Close | Help

3. Inthe working area of the page, enter the name of the command in the "Command name” text
box, and use wording that sounds like a command (a phrase that begins with a verb):

Add a command

areRraree-as it will appear in the Add menu):
Requesttime off

4. Click the Add button.

At this point in the process, your new command is created and functional. Typically, developers
customize the command further before testing it.

The new-command-management page is very similar in layout to the workflow-management
page. General tools are located along the top of the page, new-command tools are located in
the left frame, and the working area of the page is located in the right frame.
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The “Lay out the command” form appears in the working area, displaying the default elements
of the new Request time off command.

Lay out the command: Request time off

Command type: Entry

Modifyiview I Delete I Mowve up I 1 Mowe down I

Current elements {in the order they will appear)

Element type Caption Cther options  Visihility
3] Title Title Col=: 60 Wizible in all woarkflowe states
®) Signature and date [1] Yisible in all workflow states
3] Local festures 1 [1 Wizible in all woarkflowe states
[ ) Dezcription Description Colz: B0 Rows:  Visible inoall warkflow states
g
3] Local festures 2 [1] Wizible in all woarkflowe states
[ ) A attachments Add an Attach a file Yizible in all workflow states
attachment Attach more files

Modify view I Delete I Move up I 1 Mowve down I

Elements are pre-configured widgets that are used to develop form and view pages quickly,
without programming.

The “Lay out the command” form provides a table of information about each element of a new command.
Some elements appear in both the form and view pages; for example, there is a Title element on the
form that also appears on the view. Some elements appear on only one of the pages; for example, the
signature and date do not appear on the form (because they do not require the user to enter data), but
they are automatically determined and appear on the view page.

The table located on the “Lay out the command” form gives you information about captions used on the
form and view, other layout information, and whether there is a restriction on when the user sees an
element. For example, it is possible to tell Forum to display a custom element only when the entry is in
certain workflow states.

Also, the “Lay out the command” form allows you to alter the vertical order of the elements on the page.
A subsequent section in this chapter shows you how to use this feature. (Chapter 8 discusses briefly
issues involved with horizontal alignment.)
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By default, the “Lay out the command” form creates a command that appears very much like the default
discussion topic. Also, the default layout includes elements that are transparent to you but that are used
when you alter the default configuration settings of a discussion forum; these configuration-based
elements are local features 1 and local features 2. By default, the inclusion of these elements has no
effect on your new command and enable possible, future configuration changes. Until you are more
experienced with Forum customizations, retain these elements in your new command.

Modifying Elements

When creating a dedicated application, it is often important to make the wording of default elements
match the wording familiar to users of your organization’s business process. To customize the default
terminology, you can modify new-command elements.

To modify an element:

1. Access the new-command-management page, if you are not there already, and view your new
command.

2. Click the Title radio button.

3. Click the Modify/view button.

lvlotlifym Delete I Move )
e

Current elements (in the order they w

piant fype Caption
@ Title Title

(] Signature and date [i]

The “Modify element” screen appears.
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4. Enter a new caption for the Title element.

Meodify element in Request time off

Brief reason for requesﬂ

Appears on both the add-entry form and the entry

Element type
Title

OK | Cancel |

The “Modify element in...” page informs you where this element appears, it allows you to
require the user to enter information into this form element, and it provides you with a means
for controlling the length of the textbox used on the form to collect this information.

5. Click OK.

Creating a User List Element

Previous chapters of this tutorial allowed all members of the Managers group to transition the entry from
Review to either Approve or Deny. To more closely match the way a typical time-off business process
works, it is more efficient to have the user specify her or his specific manager. That way, only the
relevant manager receives e-mail notifications, and only that person can approve or deny the request.

Use the User List element to add an area in the form where the requestor can select the appropriate
manager’s username.

To create the user list element:

1. Access the new-command-management page, if you are not there already, and view your new
command.
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2. Click User List, in the "Add HTML layout element” section of the new-command tools.

Command:
Request time off Lay out t
Edit the command ]
» Rename the command
s Zet the command type Modify/vi
n Azzociste g woarkflow process with -
thiz command
n Retire this command G
» Add entry display elements [1] Elel
Add standard elements [1] ® 1T
» Rezervelrelease
n Heywords [ =]
n Send mail on replies L
n Allowy edits by cther members {:} + h
= Overload ares (11 O 40
Add HTML layout elements [
= Label = Select box O su
s HThL Femiriesltons {:} BOA
n |mage
» File upload = TablE start
n Date » Table headear Mo dify ivi
s Textbox = Table row
s Textares = Table cell
n Check box = Table end

The “Add element to...” screen appears in the working area of the page.
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3. Complete the “Add element to...” page.

Add element to Request time off

Element type Caption Options

Userlist ‘four manager's narme

user

Allowys ar reguires the entr creator to select from a list of usermames.

You can use the entry creatar's selection to help define access controls and e-mail
notifications in an associated warkflow process.

ﬂl Cancel I

These checks require the user to enter a name and limit the selection to one name.
4. Click OK.

The layout table displays the new element.

Element type Caption Other options Visibility
[} Title Brief reazon for request  Cals: 60 Wizihle in all warkflow states
{:} Signature and date [ Yisible in all workfloww states
(] Local features 1 [1] Wizihle in all warkflow states
{:} Description Description Cols: 60 Rowes: § Yigible in all workflow states
{:} Local features 2 [1] Wisihle in all weorkflow states
(] Add sttachments Add an attachmert Aftach afile Yisible in all workflow states
Aftach mare files
{:} Uzer list our manager's name User input recuired Vism

Selection limited to & single name /
Modifyiview Delete Mowe up 1 Mowve down |

By default, Forum places new elements at the bottom of the form and view pages.

5. Click the User list radio button that corresponds to the manger’s username.
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6. Enter “4” in the textbox in between the Move up and Move down buttons.

[ & Local features 2 [1]
[ ) A attachments &dd an attachment Attach
Attach m
Y our manager's name I=er ing
Selection
Modify/iview I Delete I Move uj I 4| Mowve dow

7. Click the Move up button.

The user list corresponding to the manager’s username now appears under the title on the form
and under the signature line on the view page.

Create Date Elements (Exercise)

Using the steps outlined in the previous section, create Begin date and End date elements for the time-
off request. Require that the user enter these dates, and use the Forum date widget. Place the begin-
and end-date elements under the manager’s name.

After you successfully complete the steps, the “Lay out the command...” page should appear as follows:

{:} Us=er list YOur managet's name U=zer input required Yizgible in all workflow states
Zelectiopimited toa-single Rame
{:} Drate Begin date U=zer input required Yizgible in all workflow states

Uze the date widget
Initialized to the currert date
Cols:
Display format:

forum default

@. Date End date User input required Yisible in all wrorkflow states

Use the date widget
Intizlized to the current date
Colz:
Display format:

forum default

™ | nral festures 1 [1] Yizible in all sworkflow: states |
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Test the New Command

Now that the form contains all of the elements, review how the form appears to the workflow
participants.

To preview the form:

1. Access the new-command-management page, if you are not there already, and view your new
command.

2. Click the Preview tool.

Develop workflow processes | Drevelop commands jpteractively |
Select a command | Add & command | Command layo(t | Previeww D | Joze | Help

v

Command:
Request time off Lay out the command: Request1

Edit the command EXuluie 8 By

= Rename the command
»_Set the command type B ot i | PO | T |
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Forum opens a new browser window and displays the form as it would appear to your users.
The top half appears as follows:

Add an entry to Time Off Requests

Erief reason for request

Your manager's name

Select from Iistl_Ul

Begin date
davy month yEar January February
14 (| Janvary (| 2007 [ [EEv| [EEe|
hour mirites aof click to | 240 9AM  T0AM  17AM 12PM

(5P K):[25 [ setatmeopy 3pwm apm sPM BPM

Enil date
davy month year January February
14 (| Janvary (| 2007 [ [EEe| Bl
hour miriLtes ar click to | 240 9AM  T0AM  T1AM 12PM

(5P KdJ:[25 [ setatme|opy 3pwm apm sPM BPM
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The bottom half appears as follows:

Description

B 7 U x| =E = == ||--F|:|ntfamil_l,l-- [:||--F|:|ntsize-- Bl @ =
== | = = | B JomiiygmY -2 —

Fath:

Stop using the HTMWL editor

Add an attachment

Browse. .

[] Attach more files (a promptwill appear atter you click Ok

0K Cancel I Help

3. Use the windowing or browser commands to close the preview window.

For example, if you are using Windows, you can click the X button in the upper-right corner of
the window to close it.

Note: The preview of the form is not a "view only” page; it is a "live” Forum page. This
means that it is possible to use the preview page to create an entry in your discussion
forum. If you want only to view the formatting of the page without creating new entries,

view the preview page and close the browser window, do not click on any of the
elements or buttons on the page.

At this point in the process, you can test your new command by creating an entry of that type. This
allows you to see the view page.
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To see the view page of your new command:
1. View a folder or entry page in the discussion forum containing your new command.

If you are currently viewing the new-command-management page, click the linked name of the
discussion forum in the upper-right corner of the page:

e
) ) ~
sses | Develop commands interactively | Current for(m: Time Off Recuests ’)

ommand | Command layout | PreviewdD | Close | Help

Layr out the command: Request Time Off
Command type: Entry

" Mud'rfy.l'uiewl I]eletel Move upI |1 Move duwnl

Otherwise, access the discussion forum from either the workspace page or the Discussions
tab.

2. Click the Add toolbar item.

3. C(lick the Request Time Off menu item.

My summary | Workspace |

i | Modifyidelete s | Toolz< | Mext unseen | List unseen | Search

B Add dizcussion topic
a B Add document
g ® Add LURL

prg = A Liestion
WU@eﬂ time off

B Add falder

Filters (editn  Current filted

Een Nunther ¥ Type State
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4. Fill out the form (specify Bob Jones as your manager), and specify any dates.

5. Click OK.

The completed entry appears similar to the following:

My summary | Workspace

Addw | Attach | Modifyfdelete" | Toolsw | Mext unseen | List unseen | Search I:l | Previous topic | Mext topic
[ Time Off Requests

B 2. Winter vacation Reply |

0 JohnHall Pasted an 01714007 05:36 P

Your manager’s name
£ Bob Jones thobjones)

Begin date
012107 05:30 PM

End date
012307 0530 P

Description

| am requesting a week of vacation just after the new year. Let me know ifyou have any problems with the reguest,

Attachmems  Showfile dragidrop box |

At this point in the process, you have a functional new command. The sections that follow show you how
to have the Time Off Request workflow start automatically when someone uses the new command to
create an entry and how to exclude all commands except your nhew command.

Associate the Command with a Workflow

== To have the workflow begin automatically upon the creation of your custom entry, you associate
the workflow process with the new command.

To associate the workflow with the command:

1. Access the new-command-management page, if you are not there already, and view your new
command.
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2. Click the Associate a workflow process with this command link in the “Edit the command”
section of the new-command tools.

Develop workflow processes | Develop commands interactively

Select & command | &dd a command | Command layout | Previess O | Clog

Command:
Request time off Lay out the comman

Edit the commandd S i 18 (]

s Rename the command
5

Azsociate s warkflow process with
thiz command

Modify view I Delete

Current elements {in the|

s Add ertry display elements [1] Element type
Add standard elements [1] QO 1 Ttle iannot be dE'T
s Rezervelteleaze

The “Associate a workflow process” form appears in the working area of the page.

3. Use the drop-down menu to select Time Off Request.

Associate a workflow process

Select the warkflow process to associate with the command: Reguest
tirme off

‘Time Of Reguest L]

0K | Cancel I

4. Click OK.

The command-layout table reappears.

Command: )
Request time off Lay out the command: Request time off

Command type: Entry

Edlit the command

= Rensme the command @ waorkflow process: Time Off Request
n Zet the command type
» Azgociate & workflow process with Modifyiview I Delete I Move up I 1 Mo

this command
» Retire thiz command

Crrrent slemeants {in the arder thew will annear

98 — Chapter 7: Creating a Command



Now, when a user creates an entry using the Request time off command, the entry
automatically enters the first state of the Time Off Request workflow process: Submit.

Once you make an association between a new command and a workflow process, it is often the case that
you want your workflow process to make decisions based on custom data in the new command. Given

our tutorial example, it fits the business process better if the workflow acknowledges the requestor’s
specific manager instead of anyone within a group of managers.

To update the workflow process to work with the new command:

1. Access the workflow-management page, and view the Time Off Request workflow process.

2. Click the Set access rights for all states link in the “Edit the whole workflow” set of workflow

tools.

3. Replace every instance of “"Managers (managers) Group " with the following:

Set access rights for all states
Specify access rights

States Access rights [il Users

Submit . Wi - [T Forum defautt
o || [y oo - Eycresn
Dery Change State (grougp 1) [ alreaders [1]
Ovarde | || ranstion tothis siate =] |17 J=r-spested sts

Zelect all appropriate options
AskSfairist when workflow Staris
Request Time Off; Your manager's Name

=

[T Selected Usersamsgiouss
Uzers
1
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After you successfully complete this task, the “Current access rights” section at the bottom of
the page appears as follows:

Submit Ertry creator Flrum Forum default Reguest time off: Your manager's | Férum defaultt Forum default
Recuest time off, Your manager's | defaul NS
name

Rewiewy || Entry crestor Flrum Request time off; our Reguest time off: Your manager's | Férum defaultt Forum default
Reqguest time off. Your manager's | difault manager's name NSme
name

Approvef| Ertry cresator Flrum Forum defautt Human Resources Forum defautt Forum defautt
Request time off. Your manager's | default (humanresource) Groug
MEme
Human Resources
(humantesource) Groug

Dery Ertry cresator Flrum Farum default Farum default Farum default Farum default
Request time off: Your manager's | default
name

Record || Entry crestor Flrum Forum default Forum defautt Forum default Forum default
Recuest time off, Your manager's | defaul
name
Human Resources
[HUmEnteSoUrCeE) Grods

Owerduel| Ertry crestor Flrum Forum defautt Supervisors (supervisars) Growp | Forum defauf Forum defautt
Request time off. Your manager's | default
NEMme
SUPRErYiSOrs (SUpervisors) Grodp

4. Click the Show whole workflow tool.
5. Click the Submit oval in the flowchart in the working area of the page.
6. Click Add or delete notifications in the “Edit the current state” set of workflow tools.

7. Alter the notification for the Submit state, so that the notification goes only to “"Request Time
Off: Your manager’s name.”
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After you successfully complete this task, the “Current notification” section of the “Add or delete
notifications...” page appears as follows:

Edit the current state: Current notification
72, Submit Natification upon entry into the state
n Add or delete transitions Recipients:
n et access rights for this state s Uzer specified lists:
» Add or delete guestions Reguest time off: Your managet's name
m et aocess rights for gquestions Subject:
n Add or delete notifications n PMotification of Time Off request.
= Rename the state o Text:
= Add state text s Anemploves has submitted a Time Off reguest in the PTO g
. n Send sttachiments: dizabled
Transitions:
Review Via:
= Manual transition (group 1) = Email
MNotifications: Delete all notifications for this state I

O entry:
n |lzer specified lists:

Disable Extra Commands

You can increase usability by eliminating distracting features of Forum that have nothing to do with the
task that your users wish to perform as part of your business process. One way to streamline the process
for your users is to create a dedicated application

- A dedlicated application is an instance of a Forum application—for example, one discussion
- - - -
forum—that is a work area assigned only one business process.

To create a dedicated application using a discussion forum, disable all default Forum commands, leaving
only your new command as an option for users of that forum. Given our tutorial example, it can be
helpful to your business process if you had an application dedicated only to submitting time-off requests.

To disable default commands:
1. View the management menu of the discussion forum in which you created the new command.

If you are currently viewing the new-command-management page, click Close in the toolbar.

| Develop commands interactively | Current forum: Time Off Requests
ove | Showy wwhole wiarkflow [1] | =howy current state [1] | List all states | GQuick tir(s | Cloze | &Ip

Add or delete notifications: Submit

Add a notification

| When | Send notification to: |
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2. C(lick Modify standard menu commands, located in the same section that allows you to
create interactive new commands and workflow processes.

Customize commands and workflows in this forum
Develop commands interactivelylil
Develop commands using templatesm

Develop wor ses(i]
< modify standard menu commands
[ —

A form appears, displaying the list of standard commands.

3. Clear the checkbox next to each command from both the Add and Attach menus, but leave the
Reply command.

Select the standard forum menu commanis to he enabled
Add discussion topic
Add document

Add LIRL

O

[

[

[ add sumey question

[ adds refhy with meeting results (24 license required)
[ Attachfiles

[ Attach URLs

]

Attach taskireminder

L. Aftach hookmark
Reply

Apply I

4. Click the Apply button.
5. Click the Close button.
The discussion-management menu reappears.

6. To return to the forum, click the Close button.
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Because you turned off all Attach commands, Forum no longer displays an Attach toolbar
item. The Add toolbar item displays only your new command and Add folder (by default, only
managers may create folders).

My summary | Workspace

* | Mext unzeen | List unzeq

B Reguest time off

Fﬁihem[edﬁj C
m Add folder 7

7
I ~een MNumher ¥

[aro Aid-tirme-o . e

wiorkflow process. R

Display Custom Data in the Folder Listing

One of Forum'’s strengths is providing users with several ways to do their work, which allows your users
to work in ways that match their personal styles. Some users may like to use e-mail notifications as the
way to engage in the workflow process, some use the “List unseen” feature, and some may glance at the
folder listing.

For users who scan the folder listing for entries that need attention, it can be helpful to place custom
information into the folder list. Given the tutorial example, it can be helpful to include the manager’s
name in an entry line of a folder listing. That way, managers can skim the “manager” column, check the
state of the entry, and see at a glance which of their entries requires attention.

To add a custom column to the folder listing:

1. Access the management menu of the discussion forum that includes your workflow process and
new command.

2. Click Modify column layout.

Customize commands and workflows in this forum
Develop commands interactivelylﬂ

Dievelop commands using templateslil

Develop workflow prncesseslﬂ

modify standard menu commands

Manage forum layout & display
Add or delete farum buttons

Wanage forurm templates and graphics 1
< hodify colurmn layout ] S
B T this forurm (1]

Forum displays the “Define the columns shown on the folder pages” form.

Chapter 7: Creating a Command — 103



3. Alter the form as follows:

|Position | Standard elements Heading caption
1 Lnseen flag Unseen flag
2 Entry number Entry numhber
3 Icon [can
Wiorkflow process Wiorkflow process
4 Wiorkflow state Wiorkflow state
] Tazks flag Tasks flag
B Title Title
7 Feplies Replies
8 Authar Author
4 Activity date Artivity date
IPosition | Custom elements | Heading caption
Requesttime off: Begin date Begin date
Reguest time off. End date End date
Gl ’ Requesttime off. Your manager's namg Manag@

4. Click the OK button.
5. On the next displayed page, choose to re-index the discussion forum by clicking the OK button.

6. Click the Time Off Request link to return to the discussion forum.

Testing the Dedicated Application (Exercise)

To test the dedicated application, log in as John Hall, and specify Bob Jones as your manager. If you
want to be thorough with your testing, you can add a second name to the Managers group (say, Tamika
Williams), and make sure that only Bob Jones is able to transition the entry.

This section shows you pictures of screens that should approximate what you see when you successfully
complete this exercise.
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When John Hall clicks the Add toolbar item, he sees this:

SiteScape Forum
SiteScape Forum Workspace

£ John Hall

nzeen | List unses

IJse this discussion forum to

nrotofvpe the naid-time-off

—I Filters (edi1 ©Cu

Unseen Nunther

When filling out the form, John specifies this:

Add an entry to Time Off Requests

Brief reason for reques
Winter vacation

manager’s na
Bob Jones (hobjones)

! Select from list (0
Begin date

day morth year January February
14 [ [E-TLTNE=1.1] Al annr Jz22-2: . M_J
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When John views the entry, it has been placed into the Submit state automatically:

SiteScape Forum SiteSca - Forum
SiteScape Forum Workspace pe=-

£ John Hall

ey Ogptions | wieh filez | Site map | Bookmarks | Help | Log oot

My summary | Workspace |

Add | Modifyidelete | Toolz | Mext unseen | List unseen | Search: | Previous topic | Mext topic

—_—
Workflow: Time Off Reg\est. Sulywnit
L ety responses o

[ Time Off Requests
B 3. Winter vacation

Rephy I
0 John Hall Posted on 0101 4007 0600 Ph
Workflow state changed by Jobn Hall an 01714107 06:00 P

Your manager's naine
& Bob Jones (hobjones)

Begin date
01721007 05:959 P

End date
01528/07 05:55 PM

Description

Requesting aweek of PTO. Let me know ifthere are any issues with this request.

Attachments  showfile dragidrop box |

When Bob Jones views the folder listing, he can click on the column-header link to sort the entries by
manager, so he can check the state of his assigned entries that require attention:

SiteScape Forum

SiteScape=Z-Forum
eSCape FOMWY Wiotkspace pe--
5 Bob Jones Find | Optionz

|ieh files | Site map | Bookmarks | Help | Log out
My summary | Workspace |

Addw | Madifyideletew | Tooks ¥ | Mextunseen | Listunseen | Search| |

£3 Time Off Requests [Usel Fiters (ediy Currentfilter: | Nang ;_J_\

Use this diSCUS_SiDn forum to Unseen Husther W Type  State T(sk Man=ger \M Replies Augthor Actiwity date

prototype the paid-time-off i e =

WOrKIDw process. & 3. = Submit @Jnnes Winter vacation HdohnHall  01/14/07 06:00 P
] o = 5 Ol llall 044407 0590 Ok
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Summary

Once you create a workflow process, it is helpful to provide the workflow participants with dedicated and
easy-to-use access to the workflow. Creating commands defines the structure of information added to
the workflow, provides data to present at various points in the workflow process, and limits or requires
information entered into specific fields within the entry form.

Next Steps

You have completed the workflow tutorial. Congratulations!

Although this tutorial introduced you to dedicated applications, your next step is to deepen your
understanding and skill with both workflow tools and new commands. Chapter 8 provides you with some
tips that may assist you as you deepen your skill with these powerful Forum tools. Appendix A provides
you with workflow-planning worksheets that you can copy and use to plan your own workflow processes
in the future. And Appendix B provides a Glossary of workflow and new-command terminology.
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Chapter 8: Continuing Your Learning

To increase your skill with workflow tools, new-command tools, and ways to create production-ready,
dedicated applications, you may appreciate some tips to focus your future use of these powerful tools.

What’s in this Chapter?

This chapter provides you with guidelines and pointers to areas of interest involving the creation of
dedicated applications using workflow and new commands.

A More Efficient Development Process

This tutorial presented information to you in an order designed to maximize your learning experience with
workflow. However, to maximize your efficiency when creating production-ready, dedicated applications,
you should approach tasks in a different order.

When creating production-ready systems using workflow and new commands, do your work in this order:

1.

Create your new command, which often includes custom elements.
Create a skeletal workflow process (say, a title and initial state).
Back in your new command, associate the command with the workflow process.

Back in the workflow process, complete the process definition, possibly designing conditions
based on the custom elements in the new command.

Create state transitions based on the conditions you just created.

Back in the new command, specify which elements, if any, should be visible only when the entry
is in certain states (as opposed to the default, which is “visible in all workflow states”).

In summary, having the custom elements of the new command defined upfront facilitates the definition
of the workflow process.
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Should You Use Interactive or Template-Based New Commands?

One of the situations that you should avoid, if possible, is beginning to use the interactive new
commands and then deciding that you want to switch to template-based new commands. To make this
switch, you must replicate your work entirely in templates (there is no automated process for moving
interactive commands to template-based commands).

In general, if you require very simple—and simply formatted—custom elements, such as the “manager’s
name” and “begin and end” dates presented during this tutorial, then interactive new commands should
meet your needs. Stated another way, if your business process requires an entry that varies only slightly
from a standard discussion-topic entry, then use the interactive method of creating your new command.

You “cross a line” and begin to require template-based new commands when one of the following occurs:

Q  You require tables of any complexity (a subsequent section discusses tables in more detail) or
other types of horizontal formatting. If you feel the urge to use the "HTML" or “Table” tools
included as part of the interactive method, strongly consider an immediate switch to templates.

Q  You require formatting that is not easily provided by the interactive method, such as
background color, inclusion of graphics, changing the size of a textbox on the form, and so on.

Q  You require forms or views to behave differently depending on server data (for example,
changes depending on a user’s membership in a group).

Forum support for template-based new commands includes the “template-support procedures.” If you
can create an HTML form that replicates the collection of information required for your business process,
the template-support procedures provide you with the means to convert that HTML form into a new
command with a minimum amount of programming; the only programming skills required to use these
routines involves being able to create a variable, call a procedure, and pass parameters to the procedure.
This enables you to have exponentially more control over the formatting of your form and view pages,
while requiring only the most basic of programming skills.

Of course, template programming can become more complex to respond to more demanding needs of
the application. This is especially true when you make alterations to the form and view based on server
data.

For more information, see the Templates Help system. (For information on accessing this Help system,
see the “About this Manual” section of the book.)
Specifying Raw HTML and Using Tables

As mentioned in the previous section, if you feel the urge to use tables with the interactive method of
creating new commands, then strongly consider switching to template-based new commands. However,
if your planned table is very simple in structure, then you can use the interactive method.
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First, you cannot use tables to align custom elements horizontally. Given our tutorial example, it would
have been optimal to align the begin and end dates on the view page so that they appeared side by side.
If you want to align custom elements horizontally, use template-based new commands.

Second, if you feel comfortable writing HTML, SiteScape recommends that you do not use the Table new-
command tools, and simply insert the raw HTML using the HTML new-command tool. In addition to
streamlining the number of custom elements in your new command, using the HTML tool gives you the
flexibility of placing your table only on the form or view page (if you use the Table tool, it must appear on
both pages).

To give you a feel for using the Table tool to create a table, here are instructions that show you how to
create a table with a header row and only one row of data:

1.

9.

Click Table start to begin your table.

“Attributes” or “Qualifiers” are simply the HTML code that you can add to a tag to alter its
default behavior. For example, the following attributes create a thicker border and provide a
“light almond” background color:

border="3" bgcolor="#FFEBCD"

This results in Forum using the following HTML tag in the new command:
<table border="3" bgcolor="#FFEBCD">

Click Table row to indicate that a row begins.

Click Table header to indicate that you want to specify one column header.
Click HTML to specify the text you want to use as the column header.

Click Table header to indicate that you want to specify a second column header.
Click HTML to specify the text you want to use as the column header.

Click Table row to indicate that another row begins.

Click Table cell to indicate that you want to create a cell.

Click HTML to specify the text you want to place within the cell.

10. Click Table cell to indicate that you want to create another cell.

11. Click HTML to specify the text you want to place within the cell.

12. Click Table end to end the table.

And then you probably need to move all of these custom elements up or down on the page.
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You may wish to create your HTML table using an HTML editor, prototype it until it appears as you wish,
copy the HTML code required to create the table, click the HTML tool in your new command, and paste
all of the HTML into one custom element.

“When Everyone Answers Yes to The Question”

Many business processes require that an entry make a transition “when everyone in a group responds
Yes to a question.” Given the tutorial example, this section describes how to cause a transition from
Review to Approve when everyone in the Managers group answers Yes to the question.

To test this scenario, add just one more user to the Managers group, such as “Tamika Williams,” and do
the following tasks.

To transition an entry when everyone in a group answers Yes:
1. Using the Set access rights for all states tool, make sure of the following:

¢ The Managers group and entry creator have the right to view the entry in the Review
state.

e The Managers group has the right to respond to the question in the Review state.

After you complete these tasks, the “Current access rights” portion of the page appears as
follows:

Submit Entry crestar Forum | Forum default
Request Time Off: Your | default
managet's name

o e

Reviewy ﬁdry creator Foru hManagers \
Managers defgult | (managers) Grods

N—

(managers] Grodp

N e

O — O —

2. C(lick the Add, modify, or delete conditions tool.

3. C(lick Add condition.
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4.

Fill in the form as follows (and click OK):

Add a condition: Time Off Request
Add a condition

Ewveryone said yes

Make a state transition...
If the state is... | And if this response is given... | By any of these respol
L] suermit—T———___
7
Fevien Do you approve N this request? | Additional names (entd
Tes
C——
F Approve
F Creny
] record
[ cverdue

Search query {optional)
[T Include a search query {a form will be displaved when you click Ok

Result
}Gamﬁnun IS true if the specified iterms are TOURT Eromms
<\§§§ Condition is true ifthe specified iterms are not found. Example
\ /

0K | Cancel I Help I

The settings on this form can be counterintuitive. It is saying, “This condition is true if no one
responds No to the question.” If no one responds No to the question, and if everyone has
provided an answer, then everyone must have said Yes. (Don't worry if this still does not make
sense. Just keep following the instructions and breathe deeply.)
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Your “Add, modify, or delete questions...” page now appears like this:

O Search Approved
(true if found) Fevienn [guery]
Do you approve of this request?  Yes

O Search Denied
(true if found) Feviewy (guery)

// Do you approve of this requests
L1

.O. Search Everyone zaid yes
(true if not Reviewy (guery)

found) Do you approve of this request? Mo
Add condition I Maoddify condition I Delete condition I Cancel I

5. On the application toolbar, click Show whole workflow.
6. Click the Review oval in the flowchart.
7. Click the Add or delete transitions workflow tool.

8. Toward the bottom of the page, in the “Current transitions” section, click the radio button for
Approved, and click the Delete transition and continue button.

You are going to define a new transition for “approved” that supersedes the old transition. The
Denied transition still applies (if one member of the group answers No, then the request is
denied).
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9. At the top of the form, do the following:

Add or delete transitions: Review
Define a new transition

Select the conditions that must all be true: [1] to cause a transition to:

Manual transition (group 12 Submit
Manual transition (group 2

When everyone has responded

When a reply is added to the entry

Approved Fecord
Denied Cyerdue
Everyone

YWhenitis |0 day(s) hefore a user specified date;

[U=ze a negative number for day(z] after the zpecified date )
Selecta date element [+

YWWhen no state change has occurred in:
day(s) houris) minutels)

Add transition and close I Add transition and continue I Cancel I Help I

Remember that a condition must result in “true” in order to contribute to a transition. When
you define a transition with more than one condition, they a// must result to “true.” So,
everyone in the group must answer the question (“true”) and everyone must answer Yes
(“true”) for the entry to transition to the Approve state.

10. Click the Add transition and close button.

Your new transition is ready to test. Log in as John Hall and enter a request. Log in as Bob Jones,
transition the entry to the Review state, and answer Yes. Log in as Tamika Williams, view the entry, and
answer Yes. The entry transitions to Approved.

Log in as John Hall again, and enter a request. Log in as Bob Jones, transition the entry to Review, and
answer No. The entry transitions to Denied.

Varying a Group’s Membership

In the previous section, the example called for the Managers group to have two users: Bob Jones and
Tamika Williams. Let’s say that you want your workflow process to function properly within a very large
organization. And let’s say that Bob and Tamika are two of 542 possible managers who could possibly be
using this application. One time, the managers might be Bob and Tamika, but the next time the
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managers should be Cheryl and Anna (and so on). Clearly, the process as defined does not address
needs of the business process.

To address the situation in which the workflow must function with a group whose membership varies,
you need to use the “User-specified lists” workflow feature. Consider this picture from the “Set access
rights for all states” page:

Set access rights for all states
Specify access rights

States Access rights [ Users
Subrmit iy [] Farum defaul
Renvienwy Modify or Delete
Approve Respond D B EREEL
Derry Change State (group 1] W
Record Change State (group 2) e ifiad izt
Orvercue Transition into thiz state D er e =
Select all appropriste options
Ak for list when workflowe starts

Fequest time off. Your manager's name

[1 Selected users and groups

There are two ways that you can use these types of lists:

Q  The person who creates the entry selects Forum usernames from a list at the time that person
initiates the workflow process (“Ask for a list when workflow starts”).

For example, one person can create an entry and specify that Hassan, Jane, and Chamique are
to participate in the process. Another user can determine that Kumar, Harold, and Doogie are
to participate.

QO  The workflow can use a custom element from a new command.

The user can use a “user list” element in a new command to specify Forum usernames, which a
workflow process can then treat as a “group.”

Recall that the tutorial example used a variation of this technique to define “Request Time Off:
Your manager’s name.” To allow the creation of a group, indicate in the new command that the
user can specify more than one Forum username.
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Using Workflows Across Discussion Forums

Workflow processes and new commands are created within a single discussion forum. To use them in
other discussion forums, use the export and import features.

My summary | Workspace |

Showy folder map 1O E&I .

[ |
{4 Time Off Requests = Display options
IUse this discussion forur] ® Set notification
[ |
[ |

State

prototype the paid-time-off] = Set seen entries

warkflow process. Add forum to by Summarsy:

B Administration

L orkflow processes

< B mportfexport )

You can import or export the following items:

Q  Entries

Templates
Template graphics
New commands

Attribute definitions

©c 0 0 O O

Workflow definitions
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Appendix A: Workflow Planning Worksheet

Chapter 2 used these worksheets to design the example workflow process for this tutorial. Use copies of
the worksheets in this appendix to clarify details about your organization’s business process and to map
those details to your workflow implementation.

Identify Components of the Business Process

Begin by writing a brief description of the business process for which you want to define a workflow.
Include the specific goal of the business process or a desired outcome.

Example: To begin the process, an employee submits a request for time off. The
employee’s manager then approves or denies the request. If it is approved, the manager
passes the information to an employee in the Human Resources department, who then
records the request in the Time Off database. Once the submission is recorded, the
process s complete. If the request is denied, the request submission is returned to the
employee with an explanation for the denial. This also completes the process.

Use this space (or the back of the page) to write a description of your business process:
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Name the Business Process

UI Mapping: Click Add a workflow, enter in the “"Add a workflow process” form

Provide a brief, descriptive phrase or name for your business process.

Example: Time Off Request

Use this space to provide a name for the business process:

Identify the Tasks

A task is a step or action that a workflow participant performs. List the tasks involved in your business
process, placing them in the order that they are performed:

Task

Description

Example: Send request

The employee submits the request for time off to his or her
manager.
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Identify States

UI Mapping: Click Add or delete states, or modify the initial states

Workflow states label the outcome of each workflow task. Use this table to identify the tasks in the
business process and their corresponding states:

Task Completion state

Example: Send request Submit
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Identify State Transitions

UI Mapping: Revealed in the flowchart at the end of creating the process. To define a transition, click
an oval in the flowchart, and click Add or delete transitions.

The act of sending work from one state to the next is known as a transition. Use this table to identify the
relationships between the states and the states to which they transition:

State Can transition to...

Example: Submit Review
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Identify Conditions that Cause State Transitions

UI Mapping: Informs use of automated features, such as questions and associations with new
commands. To work with conditions, click Add, modify, or delete conditions.

A state can transition once one or more conditions are met. Use this table to identify the relationships
between the states and the conditions that cause them to transition:

Condition Causes the state to transition to...
Examples: Employee enters Time Off Request Submit
The manager indicates receipt Review
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Identify the Process Participants

UI Mapping: Informs the creation of notifications. To work with notifications, click an oval in the
flowchart, and click Add or delete notifications.

For each workflow state, list the individuals and actions that are expected of them at this point in the
process.

State Participant Action required

Example: Submit The manager Indicates that he has received the request.
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Identify Participant Access to Specific States

Some states in the workflow require limited access. It is not necessary for all workflow participants to be
able to reply, or view each state in the workflow. Identify which states require modified or limited access
for each workflow participant.

State Participants Action required
Example: Submit The employee ( time off e Only the manager and
requestor) employee can see an

employee’s request.

e The manager is the only one
allowed to transition the work
to Review.
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Draw a Flowchart of the process

A flowchart can help you visualize the movement of the work between the different steps.

Example:

Approved

Use this space (or the back of this page) to create a flowchart:
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Appendix B: Glossary

access control
Definitions that specify which users have the right to perform specific tasks within the workflow
process.

associated workflow process
A workflow process that begins automatically when a user creates an entry defined by a new
command. The new command and the workflow process are said to be associated. See also workflow
process and new command.

business process
Structured tasks that are organized and prioritized to achieve a specific business goal.

comment
A statement can be added to the answer provided to a workflow question, clarifying the answer. See
also guestion and global question.

condition
A criteria that must be met in order for an entry to transition to another state. A state transition is
comprised of one or more conditions, all of which must be “true” in order for the transition to occur.

custom command
See new command.

dedicated application
An instance of a Forum application—for example, one discussion forum—which is the only work area
assigned to only one business process. See also business process.

element
New command widgets that allow for the quick definition for parts of a form or view page without
programming. See also form page, view page, and new command.

form page
One of two pages associated with a new command, which allows the user to supply data for the
custom entry. See also view page and new command.

flowchart
A graphical representation of the flow of the work in a workflow process.
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global question
A question made available to all states within the workflow process. See also guestion.

initial state
The first state applied to the entry upon initialization of the workflow process.

manual transition
The act of a user selecting a state from a drop-down list, and, in response, the entry transitions to
that state. See also state and transition.

notification
E-mail messages or Zon IM messages that are sent to specified workflow participants indicating that
action or attention is required. See also workflow.

new command
A customized entry consisting of a custom form page, view page, and command in the Add menu.
Also called a custom command. See also form page and view page.

question
A query specific to one workflow state whose answers can be used to define conditions. See also
global question and condition.

state
A label indicating the completion of a task, which describes the status of the work within a workflow
process. See also workflow process.

task
Work performed whose status determines the workflow state. See also state.

template
Files comprised of HTML, possibly JavaScript, and Tcl that are used to customize the Forum UI. You
can use templates to implement new commands. See also new command.

transition
The movement of an entry within a workflow process from one state to another. See also workflow
process and state.

view page
One of two pages associated with a new command, which displays the entry data. See also form
page and new command.

workflow
A business process. See business process.

workflow-management system
A software-based system that allows IT to create and manage the execution of workflows that serve
their organization, and that assists participants in completing tasks within the business process.
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workflow participant
Individuals and systems that participate in a workflow.

workflow process
An online representation of a business process. See also business process.
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