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žWorkflow Overview

• Set up workflow as a set of repeatable steps

• Assign workflow roles

– Submitters

– Reviewers

– Approvers

• Select workflow template

– Approval (approve / reject docs)

– Collect Feedback (compile feedback)

– Collect Signatures ( gather signatures)

– Disposition Approval ( retain / delete expired docs)

– Publishing Approval (approve / reject pages)
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Setup Workflow

Content Owner sets up workflow

1. Navigate to library

2. Library tab / Workflow Settings / Add a Workflow

3. Complete Settings

• Select workflow type /  Name

• Enter name of Task List

• Select Start Options

• Select Approver(s) and CC(s)

• Enter text message for notification

• Select Due Date, if known
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Add a Document Workflow

User adds a workflow

1. Select the document

2. Select a Workflows

3. Modify the setup, if needed
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Workflow Status

SharePoint adds workflow status column to the library
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Workflow Notifications

SharePoint sends notifications 

• Submitter, approver, reviewer
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Task History

SharePoint maintains history

• Task History

• Workflow History
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Task Comments and Actions

Tasks can be actioned

• Add Comments

• Approve, Reject, Cancel, Change, Reassign buttons
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View Workflow History

Submitter views status of the workflow

• Participants, tasks, workflow history

• Outcomes
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Wrap Up

ž

• Exercises 

• Questions ???
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