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WVorkflow 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)



Con

Setup Workflow

tent Owner sets up workflow

1.
2.

Navigate to library
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



Add a Document Workflow

User adds a workflow

1. Select the document
2. Select a Workflows
3. Modify the setup, if needed



Workflow Status

SharePoint adds workflow status column to the library

SharePoint Newsfeed OneDrive Sites [RBIGEINGIEGEL

BROWSE | FILES  LIBRARY ) SHARE ¥y FoLow |

ser - T
"!%':-éj_r!t\ Teams -~ GTA Projects  Quick Links ~

m SharePoint Training Sandbox Search this site -5

CGreorgia Teshnalogy Authority

SharePoint Training Sandbox

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

Home Sandbox-library
Notebook :

@ new document or drag files here
Documents -

All Documents ~ «e» Find a file ol
Recent
Sandbox-library v [ Name Modified Modified By Sandbox-approval-vorkflow

Z - _ ... About a minute ago Johnson, Charlene| In Progress
Site Contents fis SB-document-1 # a gre
@& SB-document-2 # ... About a minute ago Johnson, Charlene




Workflow Notifications

SharePoint sends notifications

* Submitter, approver, reviewer

Approval started on SB-document-1.

SharePoint Training Sandbox <sharepoint@gta.ga.gov=>
:nt: Tue 7/22/2014 10:57 AM
Johnsan, Charlene

Approval has started on SB-document-1.

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

Each person will receive a task to approve 53B-document-1. The tasks will be
assigned one at a time for participants shown above.

Wiew the status of this workflow.




Task History

SharePoint maintains history

e Task History
Workflow History
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7/22/2014 10:57 AM workflow Initiated

7/22/2014 10:57 AM Task Created

Johnsen, Charlens

Johnsen, Charlens

Approval was started. Participants: sp4

Task created for sp4. Due by: 8/31/2014 12:00:00 AM




Task Comments and Actions

Tasks can be actioned

e 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

Tasks

This workflow created the following tasks. You can also view them in Demo-Feedback-Wo

I:‘ Assigned To Title Due Dats Status
Johnson, Charlene Please review SurveyQuestions = new 7/31/2014 Completed

Workflow History

The workflow recorded these events.

D Date Occurred Event Type User ID Description

7/9/2014 10:10 AM  Workflow
Initiated

Johnson,
Charlene

Collect Feedback was started. Participants: lohnson,
Charlena

7/9/2014 10:10 AM Task Created Johnson, Task created for Johnson, Charlene. Due by:

Charlene 7/31/2014 12:00:00 AM

7/9/2014 10:28 AM Task Johnson, Task assigned to Johnson, Charlene was completed b

Completed Charlene Johnson, Charlene. Comments: This task is now
complete. Please accept these comments as the
feedback that is needed in order to move forward.
Thanks.

7/9/2014 10:28 AM  Workflow Johnson, Collect Feedback was completed.

Completed Charlene

Outcome

Completed

Outcome

Reviewed by Johnson, Charlene

Collect Feedback on

SurveyQuestions has successfully
completed. All participants have

completed their tasks.
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Wrap Up

e Exercises

e Questions ???
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