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How to Use this Guide

These exercises are meant to be used during the Work with workflows session to give you hands-on
experience with SharePoint 2013. Your instructor will provide you with the URL, username, and
password for the training site you will use for these activities.

Naming: To be able to distinguish the files you're creating from the files of other students, you will be
asked to append your initials to the end of the Titles of content you create. For example, John Doe
(initials “JD”) would name the Site Page in Exercise 1: “About DCH —JD.”

Accessing Exercise Files

You will find all the exercise files for this training session at
https://mygta.ga.gov/portal/spsupport/sptraining/SP_Training Resources
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Exercise 1: Set up Workflow

1.1 Set up Workflow on a Library

The Content Owner will determine the workflows that will be available for the library.

Exercise Files:
e Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
o Library Name: Sample-Library-xx, where xx is the team number assigned to your team

To set up a workflow, the Content Owner will,

On the gold bar, click Teams

On the drop down, click Portal

On the blue bar, click SharePoint Support

From the drop down list, click SharePoint 2013 Training then click SharePoint Training Sandbox
From the Quick Launch, click on Sample-Library-xx for your team

. Click the Library tab

SharePoint Newsfeed OneDrive Sites [EINESINSED S0 RN o T4
-—
FILES  LIBRA {J SHARE Fowow Cgswc T

|
,LX_ Teams - GTA Projects  Quick Links -

I

m SharePoint Training Sandbox search this site -5
Georgia Teshnalogy Authority
SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
AT Sample-Library-04 ®
Notebook .

@ new document or drag files here
Documents

All Documents == Find a file 2
Recent

v N Modifi Modified By
Ty 1 name Modified todified By
Sandbox.list @ TestDoc - Latin PhrasesAAAA 3 «.  About a minute ago Johnson, Charlene
P B% TestDoc - Latin PhrasesBBBB # ... About a minute ago Johnson, Charlene

7. SharePoint will display the Library Ribbon
8. On the ribbon, click Workflow Settings
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SharePoint Newsfeed OneDrive Sites [EEIGISNSIEN RN o B
BROWSE LIBRARY ) siare vy Follow Cdswe [

- [T Modifty View . Cument View: \ D - Export to Excel . lj o®
4 o . o &
[ Creste Coumn Al Documents = = Eé % Open with Explorer ] K 3 C)E

View  Quick | Creste Tags & Emasia Aet RSS  MostPopular Connecito Connectto Form Web Edit NewQuick Library Shared Workilow
dit | View Navigate Up Current Page Notes Lnk = Mev Feed ftems Outiook  Office~ Parts. Lbrary  Step  Seftings Witn Settings~
View Format Tags and Notes & Track Connect & Export omize Libra Settings

Teams - GTA Projects  Quick Links -

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
Elome Sample-Library-04 ©

Notebook

@ new document or drag files here

Documents =
All Documents  wes Find a file 0o

Recent

. v N Modified Modified B
Sandbox-library O name S =&y

. 5 TestDoc - Latin PhrasesAAAA # ... About a minute ago Johnson, Charlene
Sandbox-list =

= N i ... About a minute ago Johnson, Charlene

Demo-Library MS TestDoc - Latin PhrasesBBBB 3 as

9. SharePoint will display the drop down
10. From the drop down click Add a workflow

SharePoint Newsfeed OneDrive Sites [NIEGIEMCHENITINE o IS

BROWSE LIBRARY ) sHare vy Fouow Cdswe T
[ Modify View . Current View: . D Ez + Export to Excel . \_:I 2
¢ & . 2 )
E \J [ Create Column u ] =3 = 9( 3 o G/E

All Documents = Open with Explorer

Vew  Quk  Greste Tegs&  Emalla Aert Most Popular  Connectto Connect to FormWeb Edit NewQuick Lbrary Shared Workhow
dt View Current Page Hates Lk Mex Ttems Cutiook e Parts~ Lbrary  Stsp  Semings Witn  Seftings.
View Format Tags and Notes Share Connect & Export Customize Library Workfiow Settings

Add a Workflow

— !’ Create a Workflow in SharePoint Designer
l—r\ Teams - GTA Projects  Quick Links ~ Create a Reusable Workfiow in SharePoint Designer

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
Home Qamnla.l ihrarnv.nNd m

11. SharePoint will display Settings > Add a Workflow page

12. Select the workflow template: Approval — SharePoint 2010

13. Enter a unique name for the workflow: TestWorkflow-xx, where xx is your team number
14. Accept the default values

15. Click Next
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areroin Newsieed nelinve es Johnson, Charlene~ £ 72

) SHARE Yy FOLLOW [,

Teams - GTA Projects  Quick Links -

m SharePoint Training Sandbox

Georgia Teshnology Awherity

SharePoint Training Sandbox

myGTA

ortal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

(s Settings + Add a Workflow ©
Notebook CETEE
Documents Select a workflow template:
Approval - SharePoint 2010
Recent Collect Feedback - SharePoint 2010 ~
o - Collect Signatures - SharePoint 2010 v
Sandbox-library Disposition Approval
Sandbox-list Description:
Demo-Library Routes a document for approval. Approvers can approve or reject the

document, reassign the approval task, or reguest changes to the document.
Sample-Library-03

Sample-Library-04 Name
) Enter a unique name for this workflow:,
Sample-Library-02 nier s nam e, The

TestWorkflow-xx

Sample-Library-01

Site Contents

Task List
Select a task list: Description:
Tasks [~] Task list for workflow.
Select a history list: Description:
Wworkflow History ﬂ History list for workflow.

Start Options

[ Allow this workflow to be manually started by an authenticated user with Edit Item permissions.
[[] Require Manage Lists Permissions to start the workflow.

Specity how this workfiow can be
started.

[1 Start this workflow to approve publishing a major version of an item.

[] Creating a new item will start this workflow.

[ Changing an item will start this workflow. /

16. SharePoint will display Settings > Change a Workflow page
17. Enter the name of a team member as an Approver, e.g. sp4
18. Enter the Request: Please approve this document within the next couple of days
19. Select the Due Date for All Tasks: 31 August 2014
20. Assign the CC : Charlene Johnson
21. Click Save
22. For this exercise, the Content Owner will assign the following user roles:
e Submitter - the user with edit permissions who will add the workflow to the document
e Approver - the user who will receive the notification and approve or reject the document
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e

s
W r;"—\ Teams - GTA Projects  Quick Links ~

m SharePoint Training Sandbox Search ths site

Gy

Technology Authority

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

Settings * Change a Workflow * TestWorkflow-xx ®

~N

Approvers

Expand Groups
\ Regquest
\ Due Date for All Tasks

Duration Per Task

Duration Units

~

End on First Rejection

End on Document
Change

Enable Content Approval

\ Save

[Assign To Order

spd ‘.‘:./ B One at a time (serial) ﬂ

& Add a new stage

Enter the names of the people to whom the workflow will assign tasks, and choose
the order in which those tasks are assigned. Separate them with semicolons. You can
also add stages to assign tasks to more people in different orders.

WIFor each group entered, assign a task to every individual member and to each
group that it contains.

Please approve this document within the next couple of days

This message will be sent to the people assigned tasks.

8/31/2014 E
The date by which all tasks are due.

The amount of time until a task is due. Choose the units by using the Duration Units.

Dayls) ﬂ

Define the units of time used by the Duration Per Task.

i e
johnson, charlene & BB

MNotify these people when the workflow starts and ends without assigning tasks to
them.

|:|;!«ut0mat'|call\.I reject the document if it is rejected by any participant.

|:|;!«ut0mat'|call\.I reject the document if it is changed before the workflow is
completed.

DUpdate the approval status after the workflow is completed (use this workflow to
control content approval).

Cancel

23. SharePoint will display the Settings > Workflow Setting and your workflow will be included in the

list of available workflows
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SharePoint Newsfeed OneDrive Sites  [RNUEINe IR o B

) sHaRE §y Fouow O

1
}X Teams - GTA Projects  Quick Links -

m SharePoint Training Sandbox

Georgia Techmalogy Authority

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
o Settings + Workflow Settings ©

Notebook workflows

Documents R o acseraops fof T ype

Recent

Sandbox-library
(% Workflow Name (click to change settings) Workflows in Progress
Sandbox-list . e
es =

Demo-Library

Sample-Library-03

Sample-Library-04

Sample-Library-02

Exercise 2: Add a Document Workflow

2.1 Add a Document Workflow

The submitter is a user with edit permission can add an available workflow to a document.

Exercise Files:
e Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
o Library Name: Sample-Library-xx, where xx is the team number assigned to your team
o Document Name: TestDoc-Latin Phrases (any)
o TestWorkflow-xx, where xx is your team number

For this exercise, the submitter will add a workflow to a document

On the gold bar, click Teams

On the drop down, click Portal

On the blue bar, click SharePoint Support

From the drop down list, click SharePoint 2013 Training then click SharePoint Training Sandbox
From the Quick Launch, click on Sample-Library-xx for your team

Select a document and click the ellipses and then click the ellipses in the pop up

oueWN R
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ShareP Newsfeed OneDrive Johnson, Charlene~ £* 2

LIBRARY

BROWSE FILES

TestDoc - Latin PhrasesBBBB.docx *
[
e e o
SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2
pae Sample-Library-04 ©
Notebook 3

eienes @ new document or drag files here

Documents -

All Documents  «== Find a file {
Recent . ) @5 PAGE1OF1 T L
Sandbox-library O ame H
s #& TestDoc - Latin PhrasesAAAA 3 ...Wyou on 8/11/2014 10:04 AM
Demo-Library TestDoc - Latin PhrasesBBBB Shared with ots of people
Sample-Library-03 https.//mygta.ga.gov/portal/spsupport/sptraining/sptraini ik
Sample-Library-04

EDIT  SHARE FOLLOW
Sample-Library-02
Sample-Library-01
Site Contents
7. SharePoint will display the drop down
8. On the drop down, click Workflows
iarePoin Newsieed Jnelinve es Johnsen, Charlene~ £k
BROWSE | FILES  LIBRARY ) share Yy Fouow CFsmc [

TestDoc - Latin PhrasesBBBB.docx

@}TA SharePoint Training San

Georgia Teshnology Autherity

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2

ST Sample-Library-04 ®

Notebook :
@ new document or drag files here

Documents - ; i
All Documents  «=» Find a file £ View Properties

v N

Sandbox-library 0 name | ) B
i ew in Browser

Sandbox-list M5 TestDoc - Latin PhrasesAAAA ¢ ... « Changedbyyou on8/11/20141

Shared with lots of peaple Edit in Browser

Demo-Library TestDoc - Latin PhrasesBBBB

https://mygta.ga.gov/portal/s| ainingsandbo:
Sample-Library-03 ps://mygta.ga.gov/p B Check Out g:

Sample-Library-04 Compliance Details
EDIT  SHARE FOLLOW
Sample-Library-02 Workflows

Sample-Library-01

Download a Copy

Site Contents
Shared with

Delete

9. SharePoint will display the workflows
10. In the Start a New Workflow area, click the workflow assigned to your team to manually start it:
TestWorkflow-xx, where xx is your team number
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iare-oin NewsTeed nebnve =3 Jonnson, Chariene~  $x e

) sHARE Yy Fouow O

Teams - GTA Projects  Quick Links ~

m SharePoint Training Sandbox

Grorgia Teshnology Authority

SharePol g Sandbox

myGTA > Portal > SharePoint Support > SharePoint 20132 Training > SharePoint Training Sandbox

Sample-Library-04: Workflows: TestDoc - Latin PhrasesBBBB ©
Start a New Workflow

% | TestWorkflow-xx
Routes a document for approval. Approvers can approve or reject
the document, reassign the approval task, or request changes to the

document.
Workflows
Select a workfiow to view more detalls. Show my workfows only.
Namsa Started Ended Internal Status

Running Workflows
There are no running workflows on this item.

Completed Workflows

There are no completed workflows on this item.

11. SharePoint will display Start <Workflow Name>: <Dcoument Name>
12. Accept all the workflow defaults and click Start
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areroin Newsieed nelinve es Johnson, Charlene~ £ 72

) SHARE Yy Fouow [

Teams - GTA Projects  Quick Links -

& [ A SharePoint Training Sandbox Search ths sie

Georgia Teshnology Awherity

SharePoint Training Sandbox

> SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

Start "festWorkrow-xx' : TestDoc - Latin PhrasesBBBB @

Approvers lassign To Order
sps 2, £ Oneata time (serisl) ||

@ Add 3 new stage

Enter the names of the people to whom the workflow will assign tasks, and choose
the order in which those tasks are assigned. Separate them with semicolons. You can
also add stages to assign tasks to more people in differant orders.

Expand Groups WIFor each group entered, assign a task to every individual member and to each

group that it contains

Request Please approve this document within the next couple of days

This message will be sent to the people assigned tasks.
Due Date for All Tasks 8/31/2012 E
The date by which all tasks are due.
Duration Per Task
The amount of time until a task is due. Choase the units by using the Duration Units.
Duration Units Dayls) [v]

Define the units of time used by the Duration Per Task.

Johnson, Charlene &2

Notify these people when the workflow starts and ends without assigning tasks to

them

Start Cancel

13. The submitter will receive notification when the workflow is started.

r & Approval started on TestDoc - Latin PhrasesBBBB. - Message (HTML) ‘ =3 | (=1 S

Message o @

- . % ;
T4 Ignaore x 1 3] $ El\ﬂeetmg (25 Training Invites gy To Manager 43 Lit‘\ Rules ~ _j Mark Unread a% 3 Find _%'
¢ - B Team E-mail & Done -l _',F_l Onelote % Categorize ~ % Related ~
+ Delete | Reply Reply Forward E - ., —1| Move Translate oom
& Junk Al @ Mere™ |y Reply aiDelete 7 Create New - = [ Adtions * | ¥ Follow Up - U [ select -

Delete Respond Quick Steps ) Move Tags 3 Editing Zoom
From: SharePoint Training Sandbox <sharepoint@gta.ga.gov> Sent: Mon&/11/2014 11:16 AM
To: Johnson, Charlene
Cc Johnson, Charlene
Subject: Approval started on TestDoc - Latin PhrasesEBBE.

Approval has started on TestDoc - Latin PhrasesBBBB.

Participants are sp4
Due by 8/31/2014 12:00:00 AM

Each person will receive a task to approve TestDoc - Latin PhrasesBBBB. The tasks will be assigned one at a time for participants shown above.

Wiew the status of this workflow.
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Exercise 3: Monitor Workflow Status

3.1 Display Workflow Status

SharePoint will add a workflow status column to the library and users can view the status of each
document workflow.

Exercise Files: None

The status of the workflow document can be displayed

1. Onthe gold bar, click Teams

2. Onthe drop down, click Portal

3. On the blue bar, click SharePoint Support

4. From the drop down list, click SharePoint 2013 Training then click SharePoint Training Sandbox
5. From the Quick Launch, click on Sample-Library-xx for your team

6. SharePoint will display the workflow document status

7. Click on the status, e.g. In Progress

SharePoint Newsfeed OneDrive Sites  [RLIUEGNEEN RS o B

) sHare Yy rouow CZswc O

= |
mg\j_l—!lﬁx Teams -~ GTA Projects  Quick Links -

m SharePoint Training Sandbox Search this it .5

Seorgia Teshnalogy Authority

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

= Sample-Library-04 ©
Notebook .
(® new document or drag files here
Documents
All Documents ==+ Find a file el
Recent
< N Modifi Madified By estWorkflow-
Sandbox-library [ name Madified Modified B TestWorkflow-xx
Sandbox-list M5 TestDoc - Latin PhrasesAAAA # «=- About an hour ago Johnsen, Charlene /
Demo-Library M TestDoc - Latin PhrasesBBBB # ... About an hour ago Johnson, Charlene In Progress

Sample-Library-03

8. SharePoint will display the Workflow Status

Revised 03/03/2014 pg. 12



=t ol

|
my\}} f}\ Teams - GTA Projects  Quick Links -

m SharePoint Training Sandbox

Georgia Technology Autherity

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

Heme Workflow Status: TestWorkflow-xx
patebock Workflow Information
Documents

Initiator: Johnson, Charlene Document: TestDoc - Latin PhrasesBBBB
Recent Started: 8/11/2014 11:16 AM Status:  In Progress
Sandbox-library Last run: 8/11/2014 11:16 AM

SandBox Rt Workflow Visualization

Demeo-Library
[ OPENINVISIO  SHAPEINFO

Sample-Library-03

Sample-Library-04

Sample-Library-02

4 Start approval process

Sample-Library-01

Site Contents Currently Assigned Tasks: 1

20

sp4

@ Add or update approvers of Approval

a Cancel all Appr

@ Update a

ta

tive tasks of Approval

If an error occurs or if this workflow stops responding, you can end it.
@ End this workflow.

Tasks

[0 [lAssigned Ta Title Due Date Status Related Content Outcome
sp4 Please approve TestDoc - Latin PhrasesBBBB &wew 8/31/2014 Not Started TestDoc - Latin PhrasesBBBB
Workflow History
The workflow recorded these events.
[ Date Occurred Evant Type User ID Description Outcome
8/11/2014 11:16 AM Workflow Initiated Johnson, Charlene  Approval was started. Participants: sp4
8/11/2014 11:16 AM Task Created Johnson, Charlene  Task created for sp4. Due by: 8/31/2014 12:00:00 AM

3.2 Manage Workflow History

The workflow history for a workflow document can be displayed.

Exercise Files:
e Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
o Library Name: Sample-Library-xx, where xx is the team number assigned to your team
o Document Name: TestDoc-Latin Phrases (any)
o TestWorkflow-xx, where xx is your team number

Revised 03/03/2014 pg. 13



To display the workflow history for a workflow document,

ok wnN e

On the gold bar, click Teams

On the drop down, click Portal

On the blue bar, click SharePoint Support

From the drop down list, click SharePoint 2013 Training then click SharePoint Training Sandbox
From the Quick Launch, click on Sample-Library-04

Select a document and click the ellipses and then click the ellipses in the pop up

SharePoint Newsfeed OneDrive Sites [ REGNEGIMGIENEMNE o B

€ sHARE Yy Follow Cgsme O

BROWSE

TestDoc - Latin PhrasesBBBB.docx

@}IA SharePoint Training San

Georgia Teshnalogy Authority

SharePoint T ing Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2

Home Sample-Library-04 ©
Notebook :
@ new document or drag files here
Documents |
All Documents Find a file £
Recent @5 PAGEL1OF1 E- 2
v .
Sandbox-library O Neme 1
Sandbox-list @Y TestDoc - Latin PhrasesAAAA 3¢ “‘Wyou on B/11/2014 10:04 AM
Demo-Library TestDoc - Latin PhrasesBBBB % Shared with lots of people
https://mygta.ga. ort/sptraining/sptrair i
Sample-Library-03 ps://mygta.ga.gov/por /spf g/sp
Sample-Library-04
EDIT  SHARE FOLLOW
Sample-Library-02
Sample-Library-01
Site Contents
7. SharePoint will display the drop down
8. On the drop down, click Workflows
iarePoin Newsieed JnebDnve es Johnsen, Charlene~ £
EROWSE | FILES  LIBRARY ) sHARE Yy Fouow CZswec [
x

TestDoc - Latin PhrasesBBBB.docx

@}TA SharePoint Training San

Georgia Teshnology Autherity

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2

S Sample-Library-04 ®
Notebook :
@ new document or drag files here
Documents 1 ' i
All Documents Find a file 5 View Properties
v [1 Hame [}

Sandbox-library
Sandbox-list
Demo-Library
Sample-Library-03
Sample-Library-04
Sample-Library-02
Sample-Library-01

Site Contents

M2 TestDoc - Latin PhrasesAAAA 3¢ .t

TestDoc - Latin PhrasesBBBB 3

Changed by you on 8/11/2014 1

Shared with lots of people
https://mygta.ga.gov/portal/sp

EDIT

SHARE FOLLOW

View in Browser
Edit in Browser

Check Out ainingsandbo:

Cumplwan(emly
Workflows
Download a Copy

Shared with

Delete

9. Onthe Workflow Status page, click the Title of a completed workflow, e.g. TestWorkflow-xx

Revised 03/03/2014
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) SHARE Yy Fouow O

"\ Teams - GTA Projects  Quick Links ~

m SharePoint Training Sandbox

Georgia Techmology Autherity

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

Sample-Library-04: Workflows: TestDoc - Latin PhrasesBBBB ©
Start a New Workflow

& | Testworkflow-xx
Routes a document for approval. Approvers can approve or reject
the document, reassign the approval task, or request changes to the

document.
Workflows
Select flow to vie

Name

Ended Internal Status
Running Workflows
There are no running workflows on this item.
Completed Workflows
TestWor kﬂowxx/&/luzom 12:29 PM 8/11/2014 12:39 PM Approved
TestWorkflow-xx 8/11/2014 11:16 AM 8/11/2014 12:25 PM Canceled

10. SharePoint will display the Workflow History
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areroin Newsieed nelinve es Johnson, Charlene~ £ 72

) SHARE Yy Fouow [

Teams - GTA Projects  Quick Links -

m SharePoint Training Sandbox

Georgia Teshnology Awherity

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

Workflow Status: TestWorkflow-xx

Notebeok Workflow Information
Documents
Initiator: Johnson, Charlene Document: TestDoc - Latin PhrasesBBBB
Recent Started: 8/11/2014 12:20 PM Status:  Approved
Sandbox-library Last run: 8/11/2014 12:39 PM
Sl Workflow Visualization
Demo-Library

OPEN INVISIO  SHAPEINFO
Sample-Library-03

Sample-Library-04
Sample-Library-02 % Start approval process
Sample-Library-01

Site Contents

G -

Johnson,
Charlene

Tasks

This workfiow created the fo

wing tasks. You can also

O assigned To Title Due Date Status Relatzd Content Qutcome

Johnson, ChW\)ue TestDoc - Latin PhrasesBBBE wnew 8/31/2014 Completed TestDoc - Lakin PhrasesBBBE  Approved
Workflow History

‘The workdlow recorded these events.

[0 Date Occurred Event Type User ID Description Outcome
8/11/2014 12:20 PM  Workflow Johnson, Approval was started. Participants:
Initiated Charlene Johnson, Charlene
8/11/2014 12:20 PM Task Created Johnson,  Task created for Johnson, Charlene. Due
Charlene by: 8/31/2014 12:00:00 AM
8/11/2014 12:39 PM  Task Johnson,  Task assigned to Johnson, Charlene was Approved by Johnson, Charlene
Completed Charlene approved by Johnson, Charlene.
Comments: I approve this document. Cj
8/11/2014 12:39 PM  Workflow Johnson, Approval was completed. Approval on TestDoc - Latin PhrasesBBEB
Completed Charlene has successfully completed. All participants

have completed their tasks.

3.3 Navigate and Complete Workflow

You can use navigation to display and complete tasks for a workflow document.

Exercise Files:
e Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
o Library Name: Sample-Library-xx, where xx is the team number assigned to your team
o Document Name: TestDoc-Latin Phrases (any)
o TestWorkflow-xx, where xx is your team number
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To use navigation to display and complete tasks for a workflow document,

On the gold bar, click Teams

On the drop down, click Portal

On the blue bar, click SharePoint Support

From the drop down list, click SharePoint 2013 Training then click SharePoint Training Sandbox
From the Quick Launch, click on Sample-Library-xx for your team

SharePoint will display the workflow document status

On the Workflow Status page, a click the Title of the task

NoubkrwneE

i

ol
m%;r}\ Teams - GTA Projects  Quick Links -

y | SharePoint Training Sandbox

Georgia Technalogy Aut

SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

foms Workflow Status: TestWorkflow-xx
RCibook Workflow Information
Documents

Initiator: Johnson, Charlene Document: TestDoc - Latin PhrasesBBBB
Recknt Started: 8/11/2014 11:16 AM Status:  In Progress
Sandbox-library Last run: 8/11/2014 11:16 AM

SSndbor kL Workflow Visualization

Demo-Library
DFoPENINVISIO  SHAPEINFO

Sample-Library-03

Sample-Library-04

Sample-Library-02

Start approval process

Sample-Library-01

Site Contents Currently Assigned Tasks: 1

v— g —

sp4

o Add or update approvers of Approval

If an error ocours or if this workflow stops responding, you can end it.
= End this workflow.

Tasks

This workflow created the following tasks. You can also view them in Tasks.

[ [lAssigned To Title /Dsts Status Related Content Outcome
sp4 Please approve TestDoc - Latin PhrasesBBBE T 8/31/2014 NotStarted TestDoc - Latin PhrasesEBBB

Workflow History

he workflow recorded these events.

[] Date Occurred Event Type User ID Description Outcome
8/11/2014 11:16 AM Workflow Initiated Johnson, Charlene  Approval was started. Participants: sp4
8/11/2014 11:16 AM Task Created Johnson, Charlene  Task created for sp4. Due by: 8/31/2014 12:00:00 AM

8. SharePoint will open the task and the user can add comments and complete tasks
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SharePoint Training Sandbox

myGTA > Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox

Tasks: Please approve TestDoc - Latin PhrasesBBBB

X Delete Ttem

@ This workflow task applies to TestDoc - Latin PhrasesBBEB.

Status Not Started

Requested By Johnson, Charlene

Consolidated Comments  pgoraus| started by Johnson, Charlene on 8/11/2014 11:16 AM

Comment: Please approve this document within the next couple of days

These are the comments of the requestor and all previous participants.

Dus Dzt 8/31/2014 =

Comments

This message will be included in your response.

Approve | | Reject | Cancel Request Change Reassign Task

Exercise 4: Notify and Complete Workflow

4.1 Notify and Complete Workflow

A user can receive a notification that contains a link to the document and the task. Then the user can
click the link on the notification and complete the workflow tasks for a document.

Exercise Files:
e Portal > SharePoint Support > SharePoint 2013 Training > SharePoint Training Sandbox
o Library Name: Sample-Library-xx, where xx is the team number assigned to your team
o Document Name: TestDoc-Latin Phrases (any)
o TestWorkflow-xx, where xx is your team number

To use a link to complete workflow tasks for a document,

1. If you are the approver or reviewer, you will receive notification and you can click on the link to
review the document and complete the task
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To: Johnson, Charlene
Ca
Subject: Tasks - Please approve TestDoc - Latin PhrasesBEBE

Task assigned by Johnson, Charlene on 8/11/2014.
Due by 8/31/2014

Approval started by lohnson, Charlene on 8/11/2014 12:29 PM
Comment: Please approve this document within the next couple of days

To complete this task: /
1. Review TestDoc - Latin PhrasesBBBEB.

2. Perform the specific activities required for this task.
3. Use the Open this task button to mark the task as completed. (If you cannot update this task, you might not have access to it.)

2. SharePoint will allow you to edit the document and open the task

Home Insert Page Layout References Mailings Review View / L
Server Read-Only  This document was opened from a server in read-only mode, | Edit Document | X
‘E Workflow Task Please approve TestDoc - Latin PhrasesBBEE Open this task... | x
MNavigation - X EE
Search Document 2o~ -
EREES .
This document does not
contain headings. I!Nhilst Latin is considered dead language in modern times, there was a period in history where it
Tr rrasta mavinatinm take dominated the writines. art. scrintures and minds of some of the most nowerfuland intellectual

3. For this exercise, click Open this task
4. SharePoint will open a box to allow you to add comments and complete the task:

a. Approve
b. Reject
c. Cancel

d. Request Change

e. Reassign Task, only the user who is assigned the task can reassign it
5. For this exercise, the approver will complete the task by:

a. entering Comments

b. clicking Approve, Reject or Cancel
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Please approve TestDoc - Latin PhrasesBEBE - - —

Status Mot Started

Requested By lohnson, Charlene

Consolidated Comments  approval started by lohnson, Charlene on 8/11/2014 12:29 PM
Comment: Please approve this document within the next couple of days

These are the comments of the requestor and all previous participants.

Due Date 8/31/2014
Comments | approve this document. Cj
\ This message will be included in your response.

A [ Approve ] [ Reject ] [ Cancel ] [ Request Change ] [ Reassign Task

6. SharePoint will display the document and you can view, edit and close it
7. SharePoint will send notification to the submitter that the approval has completed. The user can
click on the link and View the workflow history.

Approval has completed on TestDoc - Latin PhrasesBBBB.

Approval on TestDoc - Latin PhrasesBBBB has successfully completed. All participants have completed their tasks.

Approval started by Johnson, Charlene on 8/11/2014 12:29 PM
Comment: Please approve this document within the next couple of days

Approved by Johnson, Charlene on 8/11/2014 12:39 PV
Comment: | approve this document. Cj

View the workflow history.

Revised 03/03/2014
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From: SharePoint Training Sandbox <sharepoint@ata.qa.gov > Sent: Mon8/11/2014 12:35 PM
To: Johnson, Charlene
Cc Johnson, Charlene
Subject: Approval has completed on TestDoc - Latin PhrasesBBEE.
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