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1. Overview

Administrative functions include all functionality under Administration in the
Workflow tab namely the Designer, Tracking Documents, Document Administration,
Document Reallocation and Time Management.

2. The Designer

The Designer is used to set up a workflow process 9 this includes the flow of the
workflow, permission s, form layouts and even custom query and document typ e
maintenance.

2.1. eWorkflow Designer

( Designer - Windows Internet Explorer fEX
@‘C/ - \g, http:/flocalhostjeworkflowjworkflowiufdesigner . aspx "‘ hed]E3 ‘ | gl
W [gnes.gner l I 5~ B - [rPage - ¥ Tooks -
AccTech i
C— eWorkflow
Designer
File~ Configuration~ | [ [ (&l [ o5/ db =80T8 X
WorkFlow Document | | % Properties| 89Roles [7)Documnent Actions
%JADN‘;]CTEZE Show System Activities in Routing History
(2 EDIT WORKFLOW @ [ apply o Levels in Time
DOCUMENT [Edit Control
# GET LEVEL COUNT oo o Properties
=l CREATE WORKFLOW REATH
DOCUMENT CORKFLOCT
% seLECT ONROLE nEHEN Company | SAMINC »
& REVIEW WORKFLOW Document [ b, rchase Order Sundry &
DOCUMENT Type
Accpac b |
x3
Communica tion
Data
Purchase Order Sundry
e
] J L]
Done [# @ Intemet HA00% -

The picture above illustrates the workflow designer.

1 To Access the eWorkflow Designer, select Administration & Workflow Designer
from the Workflow Bar on the Workflow tab of the application

Note:

The logged in user must belong to the built -in Administrator Role to access this
functionality).
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! Create Document

ﬁ: Administration

] Workflow Designer

& Track Workflow Documnents

& workflow Docurnent Adminis
& Workflow Document Reallocs

& Time Management

1 To create a new Workflow Diagram (which is the visual representation of a
Workflow Process), select File & New from the menu or click the New button on
the toolbar.

This will result in a new workflow diagram being displayed with only a Start and an
End activity present. These are as their names indicate, where the process begins
and ends.

1 To add an activity to the diagram, select the relevant activity from the toolb (0%
on the left hand side and drag the icon of the activity onto the design surface
of the designer (preferably somewhere between the Start and End activities).

The activities are grouped according to Module and so all activities belonging to the
Workflow Document module can be found under Workflow Document. Similarly
those belonging to the Miscellaneous module under Miscellaneous etc.

Workflow Document
ooC TYPE
TRANSITICN

(;') WRITE TO ACCPAC

= EDIT WORKFLOW
DOCUMENT

lﬁ’ CREATE X3
DOCUMENT

2% sELECT ON ROLE

& REVIEW WORKFLOW
DOCUMENT

& SQL NUMERIC RULE

= CREATE WORKFLOW
DOCUMENT

& SQL BOOLEAN RULE

Purchase Order Sundry
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1 To move an activity about on the diagram surface, select the activity and drag
it to the desired position.

R@m

-

All activiti es must be linked to each other to facilitate the flow of the workflow
process.

1 To link two activities, select both of them (using the Ctrl key for multiple
selection) and click the link button on the toolbar ( TEI).

The link will automatically be created f rom the higher lying activity to the lower
lying activity.

1 Should this not be the desired direction, the direction can be reversed by
selecting the link and clicking the link button on the toolbar again.

1 To delete an Activity, select the activity on the d esign surface and click the
delete button on the toolbar (  #%).

The Properties of an Activity are displayed on the right hand side under the
property pages. These include Properties, Roles and Document Actions.

“JProperties| 8- Rales |7 Document Actions

Under the Properties tab, properties and parameters pertaining to the specific
Activity are displayed and set up. These are specific to the Activity, however always
include a description for each Activity.

Properties
CREATE DOC

Company |[Sam Inc +

Document

Type Purchase Order Sundry

Note:

Roles and Document Actions can only be set up for Activities that have user
intervention, as these do not apply to system performed activities.

Under Roles the roles that have access to the Activity are set up. These can be
specific roles or, alternatively, can be roles that are looked up in the organizational
chart.
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1 To grant a role access to an Activity, check the checkbox next to the desired
Role.

Roles

DAdrnin

[ manager

Oceo

[ mariketing Manager

D Sales Manager

DOrg Cnart Lookup: On Level |1 %

DDrg Chart Lookup: Levels Up |1 %

Under Document Actions the actions that the assigned users in the roles setup can
take are defined. These include whether the user can approve the document, send
it back, puti t on hold etc.

1 To allow a certain document action for an Activity, check the check box next to
the desired Document Action.

Document Actions

DApprove

[(leack

[THold

[]Ad Hoc

[Jreturn to Originator
DFnrce Comment

[]allow Deleticn of Attachments

Note:

Some links also have properties that can be set: e.g. if the preceding activity
returns a Boolean value, the links run ning from this activity will be set to 1 if the
result is True and another link if the result is false.

Links do not have names and always apply to the preceding activity. If the activity
returns a numeric value, link properties can be set accordingly. If the link is a
standard link, no properties are displayed if it is selected. An example of what the
properties of a link running from an activity that returns a Boolean value might look
like is displayed below:

Link Properties

If Result True

1 After adding all the Activities (and setting their Properties, Roles and Document
Actions and linking them together to form a Workflow Process ) the Workflow
Process is saved by selecting File 8 Save from the menu or clicking the Save

button on the toolbar ( H)

1 Enter a name and description for the Process to complete.
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Process Mame

Process Description | |

I— Note:

Points to remember when setting up a Workflow Diagram:

Only one activity may follow the Start activity

The Activity after the Start Activity must be a Create Document Activity

At least one Activity must run to the End Activity

No Activities may follow the End Activity

All Activities (except the Start and End Activities ) must have a link from
and to another Activity

E I EE ]

Other functionality in the toolbar includes

i New ] - creates anew process diagram;

U Open LZ - displays a dialog where an existing diagram may be selected and
opened;

0 Save H - saves the processdiagram;

0 Save Asavegthe diagram as a new diagram;

i Delete ‘& - deletes process diagram,

U  Apply Layout Manager TE‘& - re-arranges the activity nodes optimally ;

a Widen‘“‘-widens the diagrambds design surface

u Heighten%-heightens t he durfacggr amds desi gn

u Fit%ﬁ—t-re-si zes the diagramds desiign surface so ¢
U  Export as Images . exports the design of the diagram as an image ; and

U Exit [:l - closes the designer.

2.2. Company Setup

eWorkflow can work with various Companies as set up in the Company Setup
section.

1 To access the workflow company setup, select Configuration - Company Setup
from the Menu in the Designer.
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[Configuration=| 3 (5 i [ 4

Global Edit Control

—

Company Setup |

L e

IS

E-Mail Setup

Forrn Permissions

Field Permissions

Database Query Setup

Custom Document Types

All companies that are set up are displayed in a grid.
The properties of a company include

U Company- the name or description of the company;
U  Company Database- the database where the company data is stored ;

U Company System Database- the system database where the company data is
stored;

0 Company User and Company Password the username and password of a user
that has access to the company;

U Database Connection String - the connection string that may be used to connect
to the company database as specified under Company Database;

U Database User and Database Password- the username and password of a
database user that has access to the company database; and

U Database Type - the type of the database the company uses 0 e.g. MSSQL for
Microsoft SQL Server.

1  The first row (with the # icon) is used to add a company in workflow.

Company Setup

‘Comuaﬂv |Cumpanv Dat... ‘Comuanv Sys... ‘Cumpanv User ‘Comuamv Pas...‘Database Co... |Datahase User ‘Database Pa... |Database Type ‘

A | \ \ \ \ | \

1 ”Sam Inc |SAMINC ‘SAMSYS ‘ ‘ ‘meder=SQL...|sa ‘ |MSSQL f

2.3. eMail Setup

In eWorkflow, various e -mails can be sent (for instance an e-mail to notify someone
that they have received a document that needs their attention or an e -mail to
notify that time management has been put in place etc.).

For this function to work accurately, the E-Mail Setup must be set up correctly.

1 To access the email setup, select Configuration & E-Mail Setup from the menu
in the designer.
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Caonfiguration = lj = IH [;l‘ EE

Global Edit Control

Company Setup

e &

=

E-Mail Setup |

Farm Perrnissions

Field Permissions

Database Query Setup

G| B

Custom Document Types

A screen is displayed with the properties used by the eWorkflow application for
sending e-mails.

1  E-Mail Server should contain the IP address or the name of the E -Mail server.

1  From Address should contain an e-mail address that can be used as the standard
from address when e-mails are sent by the workflow application.

1 Base URL should contain the first part of the URL of the eWorkflow application
(e.g. if the URL of workflow is http://WorkflowServer/eWorkflow, the base URL
should be http://WorkflowServer ).

E-Mail Setup
File~ | =
E-Mail Server 192.188.1.88

From &ddress eugene@workflow.cos

Base URL http:/WorkflowServer

Templates are used to deter mine the content of the e -mails that the workflow
application sends.

1 To set up these templates, select File & E-Mail Templates from the menu on the
E-Mail Setup.

E-Mail Templates
|| Built in Fields =

Meodule |[Defsult] A Action [Defsu A

Subject Workflow Motification - {DOCNC}

B I U =2 % ¥ § B3@ 9m EETEE EEFE == =
A2 0002 S A A4AJdQO00 mam, )= &
|Font VHS\ZE vHFormat'tlng v”Ster v”Inser‘t v| @
A workflow document has been allocated to you. -

Document No: {DOCNO}

Document Type: {DOCTYPE}

m

Originator: {ORIGINATOR}
Document Desc: {DOC_DESC}
Urgency: {DOC_URGENCY}
Activity: {ACTIVITY}

Last Activity: {L AST_ACTIVITY}

4 m | »

04 Design | EIHTML
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Templates used for the notification of receiving a workflow document, may be set
up per Module (or Document Type) and Action. This means that if a specific e-mail
should be sent for the POS module upon sending a document back, this should be
set up by selecting Module = POS and Action = Back from the Module drop down list
and Action drop down list at the top of the E -Mail Templates screen.

I— Note:

Templates are used in the following order:

1. If atemplate exists for the module and action, this template is used
2. If a default template exists for the module, this template is used
3. If notemplate is f ound for the module, the global default template is used

Thus it is highly recommended that a template is set up for Module = [Default] at
the very least.

1 For a template, the Subject of the e -mail is specified in the Subject text box
and the content is specified in the edit control underneath the subject.

1 Text may be formatted as desired.

1 There are specific Built -in Fields that may be used in an e -mail. To add any of
these, select the desired built -in field from the Built -in Fields drop down menu
on the toolbar. The selected built -in field will then be added to the end of the
text as specified in the template.

Built in fields include:

U Document Number ({DOCND})

0  Unformatted Document Number ({(DOCNO_UNFMT})
U Document Type ({DOCTYPE})

U  Originator ({ORIGINATOR})

U  Document Description ({DOC_DESC})

U Urgency {DOC_URGENCY})

U Activity {ACTIVITY})

U  Last Activity ({(LAST_ACTIVITY})

U Last Action ({LAST_ACTION})

U Last Comment ({LAST_COMMENT})

U Database Data ({|Insert Query Herel})

U Integration Reference ({INTEGRATION_REF})
U Document Link ({DOC_LINK})

Note:

The text displayed in brackets above, is the text that will be added to the template.
This should not be changed at all and it is advisable to check by switching to HTML
view that no formatting has been placed between the text of the built in fields.

1 The only built in field that should be changed is Database Data. When Database
Data is selected, an {|Insert Query Here|} t ag will be added to the template. A
query that is to be run in the workflow database must be specified in the place
of o0l nsert Query Heredé and it is important t
trailing o0|]}6 are stildl i n tpliangge .1 i koe toh{d StEd ¢
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ITMNO as [ltem], ITMDESC as [Description], OQQRDERED as [Qty] FROM MYTABLE
WHERE DOCNO = { DOCNO_UNFMT} |} 6.

Data extracted from the workflow database in Database Data will be displayed as an

HTML table in the text of the e -mail. The col umn names will be used as heading for
the respective columns of the HTML table.

1 Tables can be formatted to the desired effect by switching to HTML view and
adding a CSS style tag at the top of the template &something like:

<STYLE type=text/css>
TABLE {
FONTSIZE: 8pt; FONTFFAMILY: Verdana;, PADDING: Opx; BORDHRGHT:

gray thin ridge; BORDERTOP: gray thin ridge; BORDERLEFT: gray thin ridge;
BORDEMBOTTOM: gray thin ridge

}
THEAD {
BACKGROUNDOLOR: #ccccce
}
TH{

BORDERRIGHT: gray thin ridge; BORDERTOP: gray thin ridge; BORDER
LEFT: gray thin ridge; BORDERBOTTOM: gray thin ridge

}
TD{

BORDERRIGHT: gray thin ridge; BORDERTOP: gray thin ridge; BORDER
LEFT: gray thin ridge; BORDERBOTTOM: gray thin ridge

}
</STYLE>

Besides the notification e -mails the workflow application sends, there are
system e-mails and custom e-mails that may also be set up.

2.3.1. System eMails

System eMailsinclude the e-mails that are sent upon document re -allocation and
when time management is put in place. Built in fields for T ime Management are
slightly different to the routing templatesd b

U Process ({PROC})

U Date From ({DATEFR})

i Date To ({DATETO})

U For Role ({FORROLEY})

U0  Substitute Role ((SUBROLEY})

U  Substitution Description ({SUBDESC})
i By User {BYUSERY})

2.3.2. Custom eMails

1 Custom eMails are set up by selecting Custom in the Module drop down list. The
Action drop down list will then contain the name of the custom e -mail
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template. If [New] is selected, a name must be entered in the Template Name
text box in the toolbar before saving the template.

The built -in fields in custom e -mail templates depend on the way it will eventually
be used in eWorkflow. If it is a process related e -mail, the built -in fields can be
used as for the notification e -mails. However, if th e e-mail template is not used in a
process related manner, the built in fields cannot be used.

Instead functionality exists to specify header and detail data for non -process related
e-mails by using query references. All occurrences of {COLNAME} in the e-mail
template, where COLNAME is the corresponding column name of the query used to
retrieve the data for the header data, will be replaced with the value in column
COLNAME of the first row of the header data.

Detail data is again displayed as an HTML table with the same concepts applied as
for Database Data in the notification e -mails. All occurrences of {|DETAIL|}inthe e -
mail template will be replaced with the HTML table that is built up from the data in

the detail data table.

Form Permissions

Form Pemissions is the tool that is used to setup the form layout; the fields that
are to be captured for the document. If the create, edit and review activities of
Workflow Activities are used, a form layout must be specified for at least the create
activity.

The Workflow Document is designed in a Header and Detail format. The Header
fields are listed one beneath the other in the Header section and the Detail fields
are displayed in a grid next to each other. A Form Definition must contain at least a
header section.

Note:
The order in which the layouts are loaded is as follows:

1. If the activity has a form permission set up, this form permission is used

2. If the activity does not have a form permission set up and is not a create activity, the
previous creatd OG A BA (@ Qa FT2N¥Y LISN¥YA&Z&AA2Y Aa

3. If there is no form permission for the activity and there is also no form permission fol
the previous create activity, the global form permission for the process is used

4. If no form permission is found in¢13 above, arerror is displayed when the document i
opened

1 To set up a Form Definition, select the activity the definition should apply to on
the design surface in the Workflow Designer and select Configuration & Form
Permissions from the menu.

Note:

Please note that the process must be saved in the designer before form permissions
may be set up for the process.
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A screen is displayed where the Header Table and the Detail Table must be
selected. The Header Table is the table the fields in the Hea der section will be
saved in and the Detail Table is the table the fields in the Detail section will be
saved in.

It is important to note that the relevant tables must exist in the Workflow database.
The Header table must contain

U acolumn DOCNO which shald be an identity column and must also contain

U a column named PROID (which will contain the process ID of the process)
and

U a column named USERID (which will contain the user ID of the user who
created the document).

The Detail table must contain

U a column named DOCNO which will correspond to the DOCNO generated in
the Header table and also

U acolumn named LNCNT (which will contain a unique identifier for the line)
and

0 acolumn named LNNUM (which will contain the line number).

1 Alternatively, Form Definitions can be copied from other processes by using the
copy button on the toolbar, or they can be imported from files using the import
button on the toolbar.

After selecting the Header and Detail tables, the Form Definition is displayed in the
format of a Tree View. The Form Definition consists of Header Fields, Detail Fields
and Calculated Fields.

Calculated Fields contain formulas to calculate and display the result.

1 There are some general properties that can be set for Detail Fields by clicking
on the Detail Fields node in the tree view.
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