Creating Workflows
The following steps allow you to create workflows in ECM. Workflows are used to assign the tasks and
subtasks for a folder to individuals and groups. This job aid details how to create a new Workflow for a folder.
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Add Existing Workflows: Workflows with Processing Codes

The following steps allow you to add an existing workflow to a folder in ECM. Workflows are used to assign the
tasks and subtasks for a folder to individuals and groups. Workflows may be saved using a Processing Code
(PC), which can then be assigned to Work Folders. Once a Workflow with a PC has been added to a folder, it
can then be modified to meet any specific needs the folder requires.

Step Action Look For
1 From the ECM Main Menu, select Create , 29 Create Folder : %
Folder to create a new folder. R TG Y
5 Complete the folder information, and then {[creatEFum E',;]";
select Create Folder. .1.....“__...“_’....?
3. | Click the Processing Code select icon. e __,:_9
4 Highlight the Processing Code you wish to

use for the folder.

5. Click Select.

Select Save to save the Folder and Workflow el
°. that has been added. “"-
L ;

§ w
% E _ j
7 If you wish to make changes to the Workflow, r !Fi 1
' select the Workflow tab. 200 5 |
4| 0 i
Y w /g
(ol




Add Existing Workflows: Workflows from the Workflow Library

The following steps allow you to add an existing workflow to a folder in ECM. Workflows are used to assign the
tasks and subtasks for a folder to individuals and groups. The Workflow Library provides many predefined
Workflows, which can be assigned to Work Folders. This job aid details how to assign a Workflow to a Folder
from the Workflow Library.

Note: This process may be performed by creating a new folder or using an existing one. For this job aid, an
existing folder is used.
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Add Steps to a Workflow
The following steps allow you to add steps, or tasks, to an existing Workflow.
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Adding Subflows to a Workflow
The following steps allow you to add subflows to an existing Workflow. Subflows are added to a task by the
individual or group member who is assigned the task.
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Making Tasks Parallel in a Workflow
The following steps allow you to make tasks parallel in an existing Workflow.
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Saving a Workflow to the Library
The following steps allow you to save a Workflow to the Workflow Library. New workflows or modified versions
of existing workflows that are likely to be used again should be saved to the Workflow Library.
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Completing a Task
The following steps allow you to mark a task as complete. When a task is complete, it must be marked

complete before the next task in the Workflow can move forward.
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