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The Workflow Tab lists the work tasks to be completed for a folder. For incoming
correspondence, the workflow list shows the tasks needed to successfully complete work
on the folder. The tasks in the workflow will be completed in order as they appear from
top to bottom on the list. Tasks can be set up to be completed at the same time. These

parallel tasks will have the same task number. When the first assignee in the list
completes a task, the folder is routed to the next assignee on the list.



Figure 1 shows the workflow tab for the folder. The Set Up Folder task was created by
the system when the incoming correspondence document was scanned into the system.
The system automatically launched the workflow and routed the task to the Folder Set
Up Group inbox.

# | Task. | Received | Due Date | A | Organization Assignee | Skatus
1 Set Up Folder 120062005 12/07/2008 QSEC/OES Mone/Mone /MG Folder Set,,. Started

wHZMECO00

nmmM=HOZ I

| »l
Remarks:
Add/Change Subflow | Suspend Workflow | Assignee Details | Workflow Status |
Complete Task | Print Cover Sheet | Security | Refresh |
Put Back Task | Print Folder | Admin | Save and Close | Close

W' Quick Print
Figure 1: Folder Workflow Tab — New Folder

When the designated user in the Folder Set Up Group opens the folder, the
correspondence will be opened automatically. The user reviews the correspondence and
makes a determination as to the next step in the workflow.

PROCESSING CODE CONNECTED TO A DEFAULT WORKFLOW

The user may assign a processing code that is connected to a default workflow.

Figures 2 and 3 demonstrate the steps to assign a Processing Code that is connected to a
default workflow.

e Click the Processing Code tab to bring up the Select Processing Code screen —
Figure 2.
e Highlight the appropriate code and click <Select>.




Select Processing Code

Module: |CDrrespDndence tanagement j Categury:| j
Group: hain Group Select Group
Parent | Mission,Staff | Agency | Division |

Mone Office of the Execu.., Mone Mane

Code Ciescription | Archival Subject Req | ﬂ
OES47 OES Mo

OESS0 Cangressional Mo

Congressional constituent service mail address...

OE352 Congressional conskibuent service mail address. .. Mo

OES38 OES Mo

QESY? QES [

OESS0 OES Mo

OES23 This is a best code ]

RO456  Training Mo LI

Grid Count: 30
T ——— Select Cancel

Figure 2: Select Processing Code Screen

The user is returned to the folder.
Click the <Save> button. The default workflow is displayed as seen in Figure 3.




Control Number: 5001027 Status: Active Security Level: Public

Folder Owner: Processing Code: |OE851 ——-‘E
Mission/Staff: |Oﬁic:e ofthe Executive Secretariat _I Agency: |N0ne _I
Division: |NDne _I Group: |Main Group _I

Action Organization:

Mission/Staff: |Oﬁice ofthe Executive Secretariat _I Agency: |N0ne _I
Division: |NDne _I Group: |Main Group _I

Correspondent: ITIl j Date on Letter: |

Addressee: | 0] =[] Received Date: [10/27/2005

Referrer: ITIl j Referrer Due Date:l

Subject: | j_l Related Folders: | j ﬂl_l

—_— Save wMore

# | Task | Received | Due Date | A | Organization | Assignes | Stakus | Campleted | Organizati
1 Set Up Folder 10f27/2005 1003172005 QSEC/OESNONE.., Main Group Skarted OSECIOESIM
2 Preparatian 11/01f2005 CSEC/RDYRBSIM. .. Carrespondence Co... Mat Started
3 Signature 11/0&/2005 OSEC/RDYRESIN, .. Correspondence Co... Mot Started
4 Signature Yerification 11/09/2005 OSEC/OESMone... Main Group Mok Started

Workflow tasks 2, 3, and 4 are the default workflow
connected to Processing Code OES51
4] »l

Figure 3: Processing Code With Default Workflow

The Folder Owner can now view the default workflow associated with the processing
code and move tasks up or down, add or delete tasks, make tasks parallel, and/or add
subflows to tasks.

WORKFLOW TAB BUTTONS

The table in Figure 4 describes the operations of the buttons on the Workflow Tab.

Button Description

Displays the Change Workflow Screen (buttons) that allow the
Folder Owner to edit the workflow tasks that are displayed.

Opens the Workflow Editor with the current task displayed and

Change Workflow

Add/Change Subflow allows subflow tasks to be added.
Launch Workflow These buttons are only visible for the Folder Owner or an
Suspend Workflow Application Administrator. When workflow tasks are first added

to a folder’s workflow tab, the <Launch Workflow> button is




Resume Workflow

enabled. The first workflow task is assigned when this button is
clicked. The button changes to <Suspend Workflow>. When
the user clicks the <Suspend Workflow> button it prevents the
workflow from moving to the next step. This does not prevent
tasks that are ‘Assigned’, ‘Put Back’ or ‘Started’ from being
worked and completed. No new task will be ‘Assigned’ until the
user clicks the <Resume Workflow> button. When the user
clicks the <Resume Workflow> button, the workflow resumes.
The button changes again to <Suspend Workflow>.

Assignee Details

Displays detailed information about the assignee for a specific
task. The user highlights a workflow task and clicks the
<Assignee Details> button to display the Assignee Details
screen. The Assignee Details screen also allows a privileged
group member to assign a task to an individual user within the

group.

Workflow Status Displays status information about the workflow including the
status dates, and days in process for the current task and the
entire workflow.

Complete Task The user clicks the <Complete Task> button to finish their

assigned task. The user is prompted to enter remarks and
indicate approval (if required). When a task is completed, the
status of the task is changed to ‘Complete’, the Actual User field
is set to the user who completed the task, and the Date
Completed is set to the current date. Only the Assignee, Proxy
for the Assignee, Folder Owner or Administrator may complete a
task.

Put Back Task

If a user selects a group task but then decides they can'’t
complete it, the user can put it back so another group member
can work on it. The Task Status changes to ‘Put Back’. The
Actual User field changes to the user who put it back. The task
is put back in all group members’ inboxes. The folder logs the
user who clicked <Put Back> so it can be viewed using the View
Put Back History screen via the Folder Maintenance menu.

Print Cover Sheet

Allows the user to print a Cover sheet which shows Folder
Information including the workflow tasks and status, as well as
any notes that have been added.

Print Folder

Allows the user to print information about the folder. Choices
include the Cover Sheet, Security, and Documents. Preferences
for the the ‘Quick Print’ Option are set in the user’s personal
preferences.

Security

Allows authorized users to Display and modify Folder Security.

Admin

Allows authorized users to view and move documents that have
been removed from the folder and to view documents that have
been moved to other folders.

Refresh

Allow the user to refresh the folder view.

Save and Close

Saves the folder information and closes the folder.

Close

Closes the folder without saving changes.

Figure 4: Workflow Tab Buttons




Remarks Window

The Remarks window, seen in Figure 5, is located below the Workflow window. When a
task is highlighted, any remarks that were generated by the task or that were added when
the task was completed are displayed.

| I
# I Task | Received | Cue Dake | AI Crganization | Assigniee | Status | Comnplete 8
1 Analyze Incoming 09/06/2006 09/07/2006 QSECIOES/Mone.., Fix Assignee Mot Found Completed  09/06/20 | ©
Fix Assignee Mot Found OSECHOES/Mone, ., Main Group Completed  03/06/20 H‘
1.2 Analvze Incoming 09/06/2006 0%/07 /2006 QSECIOES Mone.., Main Group Started E
z Signature 09/ 20/2006 CSECIOES Mone... DO Components 1 Mot Started ¥
3 Signature Werification 09/21/2006 QSEC/OES/Mone... DOJ Atkorney General Mot Started [
4 Close Folder 09/22]2006 OSECJOES Mone... DOJExecSec Mot Starked
N
0
T
E
S
| | ol
Remarks: Fixed assignee resolved.
Change Workflow | Suspend Workflow Assignee Details | Waorkflow Status |

Figure 5: Remarks Window

WORKFLOW LIST EDITOR — CHANGE WORKFLOW

To make any changes to the workflow, the Folder Owner clicks the <Change Workflow>
button. If a workflow has already been assigned to a folder and the user enters the
<Change Workflow> key, the Pop-up window shown in Figure 6 is displayed asking if
the user wishes to ‘Change Workflow’ or ‘Add/Change Subflow’. The user has two
options: make changes to the existing workflow; or add or make changes to a subflow
on the current task.

The user must finish editing the workflow and save it before selecting other tabs or
performing other folder operations.



I Status |C0mpleted| Organizati

# I Task I Received I Due Date I A I Organization Assignee
1 Set Up Folder 1nfeFienne 1Nt ienne CEFT IOFSiRana Pl 3im e Skarkad ISECOES M
2 Preparation 3 USDA Document Manageme = | Ellll
3 Signature
4 Signature Yerification Would you like to change the main workflow, or add/change the subflow for

the active task?

' Change Warkflow
 Add/Change Subflow

OK Cancel
4 i
Remarks:
Change Workflow | Suspend Workflow | Assignee Details | Workflow Status |
Complete Task | Print Cover Sheet | Security | Refresh |
Put Back Task | Print Folder | Admin | Save and Close | Close

¥ Quick Print

Figure 6: Workflow Application Pop-up

When the user chooses to change the workflow and clicks<OK>, she is taken to the
Workflow Editor shown in Figure 7.




Due Date Type:

Subflow Return to Assignee?

[ Motify Owner When

& Floating  Allow Subflow Creator to Select Wworkflow is Complete
' Fixed " Return Required - Disable Selection
# | Task. | Received | Due Diate | F\l Organizakion | Assignes | Stakus | Campleted | Organiz:
1 Set Up Folder 10J27/2005 103172005 QSECMOESMone. .. Main Group Started QSECHIES)
z Preparation 11012008 OSEC/RDIRESIM. .. Correspondence Cont... Mot Started
3 Signature 11/08/2005 QOSEC/RDIRESIM. .. Correspondence Cont... Mot Started
4 Signature Yerification 11092005 QSECOESNone, .. Main Group Mot Started
4| | i
Remarks:
Workflow List Task
Insert from Library | Add | Move Up | Copy | Update & Return |
Save to Library | Insert | Mowve Down | Edit Details | Cancel |
Remove | Remove All | Make Parallel |

Figure 7: Workflow Editor

Workflow Editor Menus

The functions within the Workflow Editor can be broken down into the various menus.
At the top of the screen are three options as shown in Figure 8.

Due Date Type: 4
= Floating
' Fixed

Subflow Return to Assignee?
' Allow Subflow Creator to Select
" Return Required - Disable Selectian

2

[ Motify Owner When

3
Warkflow is Complete

Figure 8: Workflow Editor Options

1. Due DateType:

e Floating: A task is assigned a certain number of days to be completed. The
countdown of days does not begin until the previous task has been completed and
the next task has been received by the next user.

e Fixed: The task has a set due date no matter when the task has been received by
the current user. A task may already be past due when it is received.



2. Subflow Return to Assignee:

e Allow Subflow Creator to Select: The creator of the subflow may choose whether
or not the task is to be returned.

e Return Required — Disable Selection: The subflow must automatically be returned
to the assignee. A separate task is generated to the subflow to accomplish this.

3. Notify Owner When Workflow is Complete: When checked the folder owner is
notified when the workflow is completed.

WorkFlow List

The menu for the workflow list is shown in Figure 9.

Workflow List
Insert from Library || 4

Save to Library )

Figure 9: Workflow List Menu

1. Insert from Library - The user is taken to the Select Workflow List shown in Figure
10.

The user’s default group is shown in the top window. The user may search the lists for
another group by clicking the <Select Group> key. The list of workflows for that group is
shown in the middle window. When a name on the list is highlighted, the workflow
attached to that list is shown in the bottom window.

The user may scroll through the list or may search for a specific workflow by entering a
name or a partial name in the *Search For:” box and clicking <Search>.



Select Workflow List

Module: | Correspaondence Management j Categury:l j List Type:IGrDup 'I
Group: hain Group Select Group
Parent Groups MissionfStaff Agency Division

Workflow Lists for Selected Group:

D0 Draft Subflow

DOJ Subflow 2
D0J30 General Fublic

FMS Demo
Lisal hd|
Search for: | Search |
# | Task. | # Days | P.l Orgarization | #Assignee | Appr | FI | Notify|
1 Draft Response 1 QSECOES/Mone, ., DOJ Componenks 1 R M I
z Clear Draft Resp. .. 1 QSECOES/Mone, .. DOJ Components 2 Y M I

Select List | Cancel | Grid Count: 2

Figure 10: Select Workflow List

The user clicks <Select List> and is returned to the Workflow Editor. If the workflow is
complete and needs no changes, the user clicks <Update and Return>. The user returns to
the folder with the workflow tab displayed. The new workflow will be shown in the
window as seen in Figure 11. The <Launch Workflow> button is now visible.



WHZMECO00

mm-HOZ I

# I Task. Received I Due Date I .C\I Orgarization I Assignee I Status I Complete
1 Preparation 09/07/ 2006 QOSEC/OESINONe, ., Priority Group 3 Mok Started
Z Reeview Incoming 09/08/2006 *  OSECOSECOSEC,.. Agency Mot Started
3 Clase Folder 09/11/2006 *  OSECOSECOSEC,.. MFCAgency Mot Started
4 | i
Remarks:
—
[
Change Workflow | Launch Workflow | Assignee Details | Workflow Status |
Complete Task | Print Cover Sheet | Security | Refresh |
Put Back Task | Print Folder | Admin | Save and Close | Close
" Quick Print

Figure 11: Workflow Tab — Launch Workflow

When the <Launch Workflow> button is clicked, the folder is redisplayed with the

Workflow Tab open. The first task is

assigned as shown in Figure 12.




—

# | Task | Received | Due Date | P.l rganization | Assignes Skakus | Comnplete 8
1 Preparation 09/06/2006 09/07 12006 OSECICESIMone. .. Priority Group 3 Assigned c
z Review Incoming 09/08/2006 * OSECOSECOSEC... Agency Mot Skarted H'
3 Close Folder 09/11)2006 *  OSECOSECOSEC,., MFCAgency Mok Skarted E

N
T
]

nm—-0Z I

4| | 2l
Remarks:
Change Workflow | Suspend Workflow | Assignee Details | Workflow Status |
Complete Task | Print Cover Sheet | Security | Refresh |
Put Back Task | Print Folder | Admin | Save and Close | Close
" Quick Print

Figure 12: Workflow Tab — Workflow Launched

2. Save to Library: If a user has created a unique workflow that will be used again, it can
be saved in the workflow library by clicking <Save to Library>.

The user can override an existing workflow by choosing <Select Existing List Name> as
seen in Figure 13.

Save Workflow List
" Enter Mew List Mame ' Select Existing List Mame

" Include Setup Folder Task
0K Cancel

Figure 13: Save Workflow List — Select Existing List Name

The “Select Workflow List’ is displayed as seen in Figure 14. The user highlights the
workflow to be overridden and clicks <Select List>. The new workflow is established
under the existing name.



Select Workflow List

Module: | Correspondence Management j Category:l j List Type: I Group 'I
Group: Main Group Select Group
Parent Groups Mission'staff Agency Division

Workflow Lists for Selected Group:
DE3Z06 General Public No Evident Response Required -]
QES07 Threats (or matters referred to OIG for handling) =
OES08 Comments an Proosed Re ulatlons
DES10S International Events [C

DOEZ11 Domestic Event (US Drterrltorles) x|

Search for: | Search |

# I Task I # Days I AI Organization I Assignee I Appr I F1 I NUtiFyI o

1 Preparation 1 QSEC/OES/Mone, .. Priority Group 2 M M M

2 Preparation 1 *  QSECOSECOSEC... CMAgency M M M

3 Infarmation Caopy 1 QSEC/OES/Mone.,. OSEC M i M

4 Information Copy 1 *  (QSECOSECOSEC... Subcab M i M LI
Select List | Cancel | Grid Count: 11

Figure 14: Save Workflow List — Select Existing List Name

The user creates a new workflow by choosing <Enter New List Name> as seen in Figure
15, entering the List Name, and clicking <OK>. If the user wants to have a Setup Folder
Task added to the beginning of the new workflow, this will be done automatically by
clicking the radio button next to ‘Include Setup Folder Task’.

Save Workflow List
% Enter Mew List Name © Select Existing List Name

List Hame: |Privacy Act WurkﬂnM List Type: IGrDup "I
Group: hain Group Select Group

Farent Groups I Mission)Skaff AQency I Divizion I
Mone Cffice of the Executive ... Mone Mone

" Include Setup Faolder Task
0K Cancel

Figure 15: Save Workflow List — Enter New List Name

The new workflow can be viewed on the Select Workflow List as shown in Figure 16.



Select Workflow List

Module: | Correspondence Management j Categnr]r:l j List Type:IGrDup 'I
Group: Main Group Select Group |
Parert Groups MissionfStaff Agency Division

Workflow Lists for Selected Group:

Search for: |privacy act Search |
# | Task | # Days | F\| Crganization | Assignies | Appr | Ff1 | Notify'
1 Preparation 1 OSECOES/Mone. .. Priarity Group 3 M M M
2 Review Incoming 1 *  OSECOSECOSEC... Agency M M M
3 Create Draft 5 OSECIOES/Mone... Main Group M M M
4 Close Folder 1 *  OSECOSECOSEC,.. MPCAgency M M M
Select List Cancel Grid Count: 4

Figure 16: Select Workflow List — Enter New List Name

Task Menu

The Task Menu is shown in Figure 17.

Task
Add 1 Move Up 4 Copy 7
Insert 2 Move Down 5 Edit Details &
Remove 3 Remove All 6 Make Parallel9

Figurel7: Task Menu

1. Add: The <Add> button allows the user to add a task to an existing workflow or to
create a workflow. Upon clicking the <Add> button the *Add/Change Task’ screen is
displayed as seen in Figure 18.



AddiChange Task

Task: [, - |
!

Assignee: Type:

User/Position:

Group: Select Assignee
Parent Groups Mission)Staff | AgEnCy | Diivision |

Floating Days to Complete: |1 Approval
Due Date: | * Mot Required
" Required
Motification Informational
™ Matify When Task is Complete T Yes
% Np
Save & Return Cancel

Figure 18: Add/Change Task

The user may choose an existing task from the drop-down task box as shown in Figure
19 or type in a task in the text box directly below the drop-down.

AddiChange Task
Taske | =
[y
[ | Approwe Agplc atusr
N e regtions/Tramton
flhlll"‘l:'.q TRy §
|G-u“_:_
| Ay F ol to Fabder
| ,._...,. kyta Foridear
| Fipatay Duays s Complete: [\ Appieval
Em [ yree r— 5 gk Fbguensd
!_  Raguesd
Motificsben e ———
!‘l'_ Mehiby When Tk o Carmplats = Yeu
| = N

Sowe A Renwn | Cancel |

Figure 19: Add/Change Task — Drop-down



Click on <Select Assignee>, and choose the assignee from the List View (Figure 20) or
the Tree View (Figure 21).

Select Assignee List View Tree View |
Mission/Staff: |Rura| Development

[
Agency: INone j
[

Division: |None

Show Gruups.-’Pusitiunsl

Parent Groups |

Mane

[T ( Positons ) Users _ Display

Level Down | Level Up | Show Groups for Userl
Find Gruup:l El Find User:l EI

Select Group/Position | Aliased | Select User |
o Cancel |

Figure 20: Select Assignee — List View

Select Assignee —
: _L stV
Tree View ALY

a8 Office of the Secretary =
Office of the Chief Information Officer
Office of the Chief Financial Officer
Mational Appeals Division
E@IRural Developrment
E Correspondence Branch

[T kathys Agency
EIE‘,TNone
[=ip THone
ET@' hain Group| —

E ChMAgency
E Confidential Assistant to the Under Secretary
@ Correspondence Branch RHS RBS
Correspondence Contral Officer
Legislative and Public Affairs Staff
@ MFCAgency
@ Operations and Management
E Policy and Planning
E Secretary
E Under Secretary
8 Administrator, EChMM

© Anderenn Kath P =

Select q' Aliased Cancel

Figure 21: Select Assignee — Tree View




The example in Figure 22 asks for ‘Floating Days to Complete’. If the user had indicated
that a Fixed Due Date Type was required in the Workflow Editor screen, a date would be
required here.

The user indicates whether or not Approval is required to complete the task, whether or
not the folder owner wants to be notified when the task has been completed, and whether
or not the task is Informational. A task that is ‘Informational” does not need to be
completed.

AddiChange Task
Task: I j
|Research
Assignee: Group Type: Standard
User/Position:
Group: hlain Group Select Assignee |
Parent Groups I Mission)Skaff I Agency I Division I
Mone Rural Development  Mone Mone

Floating Days to Complete: |1|:|— Approval
Due Date: | & Mot Required
" Required
Notification Informational
™ Motify When Task is Complete " Yes
&~ Mo
Save & Return Cancel

Figure 22: Add/Change Task

When the user has finished creating the task, she clicks <Save & Return> and is returned
to the Workflow Editor as shown in Figure 23 where additional functions may be
performed to complete the workflow.



1 Research

09/21}2006 OSEC/RDYMane)...  Main Group

Mok Skarted

Due Date Type: Subflow Return to Assignee? [~ Motify Owner When
% Flaating  Allow Subflow Creator to Select Warkflow is Complete
" Fixed " Return Required - Disable Selection
# Task Received | Due Date | & Organizakion Assignee Status Completed Qrganizé

4 0
Remarks:
Workflow List Task
Insert from Library | Add | Move Up | Copy | Update & Return |
Save to Library | Insert | Move Down | Edit Details | Cancel |
Remove | Remove All | Make Parallel |

Figure 23: Workflow Editor — Task Added

2. Insert — This button allows the user to easily insert a task to the workflow. The user

highlights the task that resides where the inserted task will be placed(Figure 24) and

clicks <Insert>.




Due Date Type: Subflow Return to Assignee? [~ Motify Owner When
% Floating = Allow Subflow Creator to Select Workflow is Complete
" Fixed " Retum Required - Disable Selection
# | Task | Received | Due Date | Al Organization | Assignes | Status | Completed | Jrganiz:
1 Research 09212006 QSECIRIYMone/... Main Group Mot Started
z Assumptions| Transfers 10/05/2006 QSECIRIYMone/... Main Group Mot Started
3 Approve Application 0j 3 o Main Group Mot Started
4 Ayward Grant 10/23/2006 QSECIRIYMone/... Main Group Mot Started
5 Motify Borrower 10/25/2006 QSECIRIYMone/... Main Group Mot Started
4| |
Remarks:
Workflow List Task
Insert from Library I Add | Move Up | Copy | Update & Return |
Save to Library | Insert | Mowve Down | Edit Details | Cancel |
Remove | Remove All | Make Parallel |

Figure 24: Insert Task

The “‘Add/Change Task’ screen will be displayed. The task to be inserted is created in the
same manner as has been shown in the ‘Add Task’ function. The completed screen is
shown in Figure 25.



AddiChange Task

Task: |Add Final to Folder =
Assignee: Group Type: Standard
User/Position:

Group: Main Group Select Assignee
Parent Groups I MissionSkaff I Agency I Division I
Mone Fural Development  Mone Mone

Floating Days to Complete: |1— Approval
Due Date: | & Mot Required
" Required
Motification Informational
™ Motify YWhen Task is Complete " fes
* Mo
Save & RHeturn Cancel

Figure 25: Add/Change Task — Create Task to be Inserted

After <Save & Return> is clicked the user is returned to the Workflow Editor showing
the inserted task (Figure 26).



Due Date Type: Subflow Return to Assignee? [T Motify Owner When
& Floating " Allow Subflow Creator to Select Workflow is Complete
' Fixed " Return Required - Disable Selection
# I Task | Received I Due Date I AI Organization I Assigries | Stakus I Comnpleted I Organiz:
1 Research 09/21/2006 QOSECRDMoneS. .. Main @roup Mok Started
2 Assumptions/Transfers 10052006 QSEC/RDMonef... Main Group Mok Started
3 Add Final ko Folder 1041 0 [RD/Monef,.. Main Group Mok Skarked
4 Approve Application 1009200 QOSEC/RDMonef... Main Group Mok Started
5 Award Grant 10/24/2006 QOSECIRDMoneS... Main Group Mok Started
[ Matify Borromer 10026/ 2006 QSEC/RDMonel... Main Group Mok Started
q | 2
Remarks:
Workflow List Task
Insert from Librany | Add | Move Up | Copy | Update & Return |
Save to Library | Insert | Move Down | Edit Details | Cancel |
Remove | Remove All | Make Parallel |

Figure 26: Workflow Editor with Inserted Task Highlighted

3. Remove: Tasks where the status is ‘Not Started’ or ‘Put Back’ can be removed from
the workflow. The user highlights the task to be removed as shown in Figure 27 and
clicks <Remove>.



Due Date Type: Subflow Return to Assignee? [~ Matify Owner YWhen
& Floating " Allowr Subflow Creator to Select Workflow is Complete
" Fixed " Return Required - Disable Selection
# I Task, I Received I Due Datke | & | Crganization I Assignes I Status | Completed | Crganiz:
1 Research 09212006 OSECRDIMone/...  Main Group Mot Started
2 Assumptions/ Transfers 10/05/2006 OSECRDIMone/. .. Main Group Mat Started
3 Approve Application 10062008 OSEC/RDYMone). .. Main Group Mot Started
4 Award Grant 10 Q05 (o, DiMone)... Main Group Mot Started
5 Matify Borrower 10/25/2006 OSECRDIMone/. .. Main Group Mat Started
[ Add Final to Folder 10/26/ 2005 QSEC/RDMMone/. .. Main Group Mot Started
1| | i
Remarks:
Workflow List Task
Insert from Librany I Add | Move Up | Copy | Update & Return |
Save to Library | Insert | Move Down | Edit Details | Cancel |
Remove | Remove All | Make Parallel |

Figure 27: Remove Task

The application will ask the user to verify that the task should be removed as shown in

Figure 28.




Due Date Type: Subflow Return to Assignee? [T Motify Owner YWhen
* Floating  Allow Subflow Creator to Select Warkflaw is Camplete
" Fixed " Return Required - Disable Selection
# | Task | Recetved | Due Drate | 4 | Crganization | Assignes | Status | Completed | Qrganiz:
1 Research 0972112006 OSECIRD{Mone/,..  Main Group Mok Started
2 Assumptions/Transfers 10)05/ 2006 OSECIRD{Mone/... Main Group Mok Started
3 Approve Application 10/06/2006 OSECIRD{Mone/...  Main Group Mok Started
4 Award Grant 5] Main Group Mo rted
5 Motify Borrower 1 Microsoft Internet Explorer 5I Mok Started
6 Add Final ta Faolder 1 Mok Started

'y

‘_./ Are wou sure you want to remove this task?

Ok, I Cancel |

4| | 2l

Remarks:
Workflow List Task
Insert from Library | Add | Move Up | Copy | Update & Return |
Save to Library | Insert | Move Down | Edit Details | Cancel |
Remove | Remowve All | Make Parallel |

Figure 28: Verify Removal of Task

The Workflow Editor screen is refreshed to show the revised workflow as seen in Figure
29.



Due Date Type:

Subflow Return to Assighee?

[T Maotify Owner When

% Floating i Allow Subflow Creator to Select Workflow is Complete
 Fixed " Return Required - Dizable Selection

# | Task | Received | Due Date | & | Crganization Assignes | Status | Completed | Organiz:
1 Research 09212006 QSEC/RDMone/..,  Main Group Mok Started
2 Assumptions] Transfers 10/05/2006 QSEC/RDMone/..,  Main Group Mok Started
3 Approve Application 10/06/2006 QSEC/RDMone/..,  Main Group Mok Started
4 Motify Borrower 10/10/2006 QSEC/RD{Mene/...  Main Group Mok Started
5 &dd Final to Folder 10/11/2006 QSEC/RDMone/..,  Main Group Mok Started
4] |
Remarks:

Workflow List Task
Insert from Library | | Move Up | Copy Update & Return |
Save to Library | | Mowve Down | Edit Details Cancel |
Remove | Remove All | Make Parallel

Figure 29: Remove - Revised Workflow

The removal can still be canceled by clicking the <Cancel> key. The removal is
confirmed by clicking <Update & Return>.

4. Move Up: Tasks can be moved up within the workflow by highlighting the task and
clicking the <Move Up> key. All tasks are then renumbered.

5. Move Down: Tasks can be moved down within the workflow by highlighting the task

and clicking the <Move Down> key. All tasks are then renumbered.

6. Remove All: This key allows the user to remove all unstarted tasks. Only tasks with a

status of ‘Not Started’ can be removed with the <Remove All> key.

The screen in Figure 30 shows the Workflow Editor with the Pop-up asking the user to

verify that all ‘Not Started’ tasks are to be removed.




4

Due Date Type: Subflow Return to Assignee? [T Matify Owner ¥hen
% Floating ' Allow Subflaw Creator to Select Warkflow is Complate
 Fixed " Return Required - Disahle Selection
# | Task. | Received | Due Date | A | Organization | Assignes | Status | Completed | Orgariz:
1 Research 09/21/2006 OSEC/RDYMones, .. Main Group Mot Started
2 Assumptions/Transfers 10/05{ 2006 OSEC/RDIMonef...  Main Group Mok Started
3 Approve Application 10/06/ 2006 QSECRDIMoneS. .. Main Group Mat Started
4 T4t OFFOEL 10/10 ' . Main Group Mok Started
5 &dd Final to Folder

Microsoft Internet Explorer x| Started

?) Are you sure you want ko remove all ‘Mot Starked' tasks?
S

Ok I Cancel |

| i
Remarks:
Workflow List Task
Insert from Library | Add | Move Up | Copy | Update & Return |
Save to Library

| Insert | Move Down | Edit Details | Cancel |
|

Remove Remove All | MakeParaIIeIl

Figure 30: Remove All — Verification Pop-up

After clicking <Ok>, the Workflow Editor is refreshed to show that the tasks have been
removed as shown in Figure 31.



I,
I3
Due Date Type: Subflow Return to Assignee? [ Hotify Owner When
% Floating  Allow Subflow Creatar to Select Workflow is Comnplete
 Fixed " Return Required - Disable Selection
# | Task. | Received | Due Date | .°.| Crganization | Assignes | Skatus | Completedl Organiz:
Remarks:
Workflow List Task
Insert from Library | Add | Move Up | Copy | Update & Return |
Save to Library | Insert | Move Down | Edit Details | Cancel |
Remove | Remove All | Make Parallel |

Figure 31: Remove All

The removal can still be canceled by clicking the <Cancel> key. The removal is
confirmed by clicking <Update & Return>.

7. Copy: The user can copy a task and then insert it back into the Workflow.

Highlight the task to be copied and click <Copy>, then Click <Insert>. The Pop-up in
Figure 32 will be displayed.




# Task | Received | Due Date | .|'-\| Jrganization | Assignee | Status | Completedl Organiz:

1 Set Up Folder 10/27/2005 10/31§2005 QSECJOES/Mone. .. Main Group Started CSEC/OES)
2 Preparation 11/01f2005 CSECRDVRESIM, .. Correspondence Cont.,. Mot Started
3 Signature 11/03/200 QOSECIRDIRES/M. .. Correspondence Conk.., Mot Starked
4 Signature Verification il 0s 05 =) oo Main Group Mot Started

Microsoft Internet Ex |

\:{) Do you wank ko insert the copied tasky Select Cancel to insert & new task,

(o4 Cancel

4| | i

Remarks:

Workflow List Task
Insert from Library | Add | Move Up | Copy | Update & Return |
Save to Library | Insert | Move Down | Edit Details | Cancel |
Remove | Remove All | Make Parallel |

Figure 32: Copied Task - Insert

To insert the copied task click <Ok> and the copied task is added to the workflow. The
task can then be repositioned within the workflow by Moving it up or down as seen in
Figure 33.



Due Date Type: Subflow Return to Assignee? ™ Maotify Owner When
% Flaating = Allow Subflow Creator to Select Workflow is Complete
" Fixed ' Retum Required - Disable Selection
# | Task, | Received | Due Date | Al Jrganization | Assignes | Status | Completed | Organiz:
1 Set Up Folder 10/27(2005 10/31/2005 OSECJOES/Mone,.. Main Group Started CSECIOES)
z Preparation 11/01/2005 OSECIRDIRESIN,.. Correspondence Cont.., Mok Started
3 Signature OSECIRDIRESIN,.. Correspondence Cont.., Mok Started
4 Preparation J09 OSEC/RDIRESIN,.. Correspondence Cont... Mok Started
5 Signature Yerification 1110200 OSECJOES/Mone,.. Main Group Mot Started
4| >
Remarks:
Workflow List Task
Insert from Library | Add | Move Up | Copy | Update & Return |
Save to Library | Insert | Move Down | Edit Details | Cancel |
Remove | Remove All | Make Parallel |

Figure 33: Copied Task

8. Edit Details: The Edit Details Option is used to change one task to another or to
modify certain details about a task. Tasks that have been completed may not be edited.

The user must select a task to edit and click <Edit Details>. The screen shown in Figure
34 will be displayed.



AddiChange Task

Task: | j

|F'reparati|:|n

Assignee: Group Type: Standard
User/Position:
Group: Main Group Select Assignee |
Parent Groups | MissicnStaff | Agency | Ciivision |
Office of the Exe... Mone Mone

Floating Days to Complete: |1— Approval
Due Date: | & Mot Required
" Required
Notification Informational
™ Matify WWhen Task is Complete T Yes
& Mo
Save & Return Cancel

Figure 34: Edit Details — Add/Change Task

The user may:

e Choose a different task from the drop-down box in the taskbar - the name of the
selected task appears below the task bar.

e Select a different assignee by clicking <Select Assignee>

e Change the number of floating days to complete or the Due Date

e Select approval requirements

e Select whether or not the Folder Owner is to be notified upon completion of the
task.

The changes are saved when the <Save & Return> key is entered or all actions may be
canceled by selecting the <Cancel> key. The user will be returned to the Workflow
Editor.



9. Make Parallel

This option permits the user to create a workflow in which two or more tasks can be
worked at the same time. The next task is not assigned until all tasks parallel to one
another have been completed.

In order for tasks to be made parallel, all of the tasks selected must be “Not Started”. If
any of the selected tasks are already started, the error message in Figure 35 is displayed.

Parallel Task

Enter task numbers of tasks to be performed
in parallel. Separate each task number with a
Comrma:

1.2

The following task will be assigned when all
parallel tasks are complete.

Change Cancel

Microsoft Internet Explorer x|

L] "_.,‘ Cne or mare of the kask numbers are nok walid,
[ ]

Figure 35: Parallel Task - Error message

When the <Make Parallel> key is pressed, the Parallel Task screen is displayed. The
numbers of the task to be made parallel are then entered and the <Change> key is
pressed.

All tasks to be made parallel can be highlighted at the same time by holding down the
CTRL key and selecting the tasks as shown in Figure 36.



# Task I Received | Cue Date I AI Organization I Assignee | Status I Completed I Crganiz:
1 Set |p Folder 10/27/2005 10/31/2005 CSECSOESMone... Main Group Skarted CSECIOES)
z (200 CSECIRDIRESIN gi=

3 Signature 1082005 QSEC]R 11T
4 Signature Yerification CSEC{OESMone... Main Group Mot Skarted

Preparation Correspondence Con

Caorrespondence Cont,,.

Figure 36: Make Tasks Parallel by Holding Down the CTRL Key and Selecting Tasks

When the <Make Parallel> key is pressed the Parallel Task screen is prefilled with the
selected tasks as seen in Figure 37.

Parallel Task

Enter task numbers of tasks to be performed
in parallel. Separate each task number with a
Camma:

23

The following task will be assigned when all
parallel tasks are complete.

Change Cancel

Figure 37: Parallel Task Screen

Figure 38 shows two tasks with a number “2’.

# | Task | Received | Due Date | F\l Organization | Assignes | Skatus | Completed | Organiz:
1 Set Up Folder 10/2712005 10§31/2005 QSECIOES Mone. .. Main Group Started QSECIOES)
2 Preparation 11012005 QOSECIRD/RES/M. .. Correspondence Cont... Mok Started
z Signature 1107 /2005 OSECRDYRESIM, .. Correspondence Cont,.. hob Started
3 Signature Yerification 11f08/2005 QSECPOES/Mone. ., Main Group Mok Started

Figure 38: Tasks 2 and 3 After Being Made Parallel

When tasks are made parallel, they are assigned the same number and all subsequent
tasks are renumbered.

If the task directly above the parallel tasks is moved down, the task will move down
below all the parallel tasks. The parallel tasks will be renumbered and they will remain
parallel.

If the task directly below the parallel tasks is moved up, the task will move up above all
the parallel tasks. The parallel tasks will be renumbered and they will remain parallel.



Update & Return and Cancel

After the modifications have been completed on the workflow the user saves the changes
or cancels the changes. Figure 39 shows the keys used for this.

Update & Return | 1

Cancel 2

Figure 39: Update & Return and Cancel

1. Update & Return: This button saves the changes to the workflow and returns the user
to the main Workflow tab.

2. Cancel: This button is used to cancel changes to the workflow and returns the user to
the main Workflow tab.

WORKFLOW LIST EDITOR — ADD/CHANGE SUBFLOW

To add a subflow to the current task, the assignee clicks the <Change Workflow> button
and then clicks the <Add/Change Subflow> button. See Figure 40.

—

# I Task. I Received I Due Date I AI Orgarization I Assignee I Status I Complete 8
1 Set Up Folder 03/03/2006 08/04/2006 OSEC)OESMone. .. Main Group Completed  08/04/20 | ¢
z Reeview Incoming 05042006 08/07/2006 QOSEC/OESNone, .. Main Group Started H'
3 Research Issues 03/14/2006 QOSEC/FFASIFSAL. .. Main Group Mok Started E
4 Draft Response 08172006 OSECIFFASIFSAL.,. Main Group Mot Started N
5 Signature Yerification 03/15/2006 QOSEC/OESIMone. .. Main Group Mok Started g

/3 USDA Document Management and Workflow Applic =] x|

Would you like to change the main workflow, or add/change the subflow for
the active task?

" Change Workflow
& AddiChange Subflov e—

mm-HOZ I

——— 0K Cancel
4 i
Remarks:
-
-
Change Workflow | Suspend Workflow Assignee Details Workflow Status |

Figure 40: Add/Change Subflow



The workflow editor for a subflow is displayed as shown in Figure 41. The current task
to which the subflow will be added is shown under the heading ‘Workflow Assignment’.

Workflow Assignment
# | Task. | Received | Due Date | Al Crganization | Assignee | Status | Completed | Jrganiz:
z Revievs Incoming 030472006 03/07/2006 OSEC/OESMone... Main Group Started QSECICES)
< | 2l
Subflow Assignments Subflow Return to Assignee Required? & Yes  No
# | Task, | Received | Cue Date | Al Crganization | Assignes | Status | Completed | Crganiz:
Remarks:
Workflow List Task
Insert from Librany I Add | Move Up | Copy | Update & Return |
Save to Library | Insert | Move Down | Edit Details | Cancel |
Remove | Remove All | Make Parallel |

Figure 41: Subflow Editor

The buttons on the Subflow Editor work in the same manner as those for the Workflow

Editor already detailed.

One deviation is that Subflow Tasks can not be edited. If a user attempts to <Edit

Details> on a subflow task, the error message in Figure 42 is displayed.

# I Task. I Received | Due Date | .ﬁ.I Orgarization I Assignee | Status I Completedl

Jrganizé

1 Analyze Incoming 09/06/2006 09/07 2006 QOSECPOESINoNe, ., Fix Assignee Mok Found  Completed 0900672006
ngf QSECIOESIMNone,,. Main Graup Completed  09/06/

1.1 Fix Assignes Mot Found

Analyze Incoming OSECPOESMNone. .. Main Group Started i
Z Signature QOSECHCESINOne, ., DO Components 1 Mok Started
3 Signature Yerification 09j214z Microsoft Internet Explo X neral Mok Starked
4 Close Folder 09221z Mok Started

! 'E ¥ou can not edit subflow tasks,
-

Figure 42: Edit Details - Subflow Tasks

2006 OSECJOES)
QOSECIOES)




When a workflow is inserted from the library or tasks are added individually, they are
numbered with the original task number and then assigned a number within the subflow.
In Figure 43 workflow assignment ‘2’ has one subflow assignment ‘2.1’

Workflow Assignment

# | Task | Received | Due Date | .|'-\| Organization | Assignes | Status | Completed | Crganiz:

2 Review Incoming 03/04/2006 08/07/2006 CSEC/OES/Mone. .. Main Group Started QSECIOES)
4| | i
Subflow Assignments Subflow Return to Assignee Required?  Yes © No
# Task Received | Due Date | & Organization Assignee Status Campleted Organiz:

2.1  Signature 08, 106 CSEC/FRAS/Man. .. Main Group Mak Started

i | o
Remarks:
Workflow List Task
Insert from Library | Add | Move Up | Copy | Update & Return |
Save to Library | Insert | Move Down | Edit Details | Cancel |
Remove | Remove All | Make Parallel |

Figure 43: Subflow Task 2.1 to be Added to the Workflow

Figure 44 shows the revised workflow with subflow tasks 2.1 (Signature) and 2.2
(Subflow Return). Subflow task 2.2 is generated because the question * Subflow Return
to Assignee Required’ is marked “Yes’ on the Subflow Editor.



e

[

>ave I
# I Task | Received | Due Dake I n| Crganization I Assignes | Stakus | Carmplete
1 Set Up Folder 03/03/2006 05/04/2006 OSECJOES Mone. .. Main Group Completed 0510420
2 Review Incoming 03/04/2006 0810712006 OSECJOES Mone. .. Main Group Starked
2.1  Signature 03/03/2006 OSEC/FFASINon. .. Main Group Mok Skarked
2.2 Subflow Return 03/07/2006 QSECIOESIMOne. ., ecm usertwenty Mok Starked
3 Research Issues 03/14/2006 QSECIFFASIFSAS... Main Group Mot Started
4 Draft Response 03/17/2006 QSECIFFASIFSAS... Main Group Mot Started
|3 Signature Verification 03/18/2006 QSECIOESMone, .. Main Group Mot Started
4 | 2|
Remarks:

Change Workflow | Suspend Workflow |

Assignee Details |

Workflow Status |

Figure 44: Subflow Tasks 2.1 and 2.2 Added to Workflow Task 2

LAUNCH /SUSPEND/ RESUME WORKFLOW

mm—|02|

wHZmMEcCOOoo

The <Launch Workflow> button is visible when a folder has just been created (Figure
45) or if a workflow has just been added and all the tasks are marked “Not Started’.

(Figure 46)

# I Task I Received | Dus Date I A I Orgarization Assignee Status I Completedl g
Cc
U
M
E
N
T
S
N
]
T
E
S

Remarks:

_.-lll"""—--
—
Change Workflow | Launch Workflow | Assignee Details Workflow Status

Figure 45; Launch Workflow — New Folder




# Task Received | Cue Date I & I Crganization I Assignes Skatus | Completed I g
1 Draft Response 09/12/2006 CSECMRPAPHISMone /MG Cotrespon... Mok Started C
2 Reeview Draft 09/13/2006 OSEC{MRPAPHISMane/MG APHIS De... Mot Started HI
3 Final Response 097142006 CSECMRPAPHISMoneMGHCCOfAP. .. Cotrespon... Mok Started E
4 Signature 09/18/2006 CSECMRPAPHISMone/MG APHIS Admin Mot Started ¥
5 Mail response and Close. ., 09192006 CSEC/MRPAPHISINOne /MG Cotrespon,.. Mok Started S

N
0
T
E
S
1| i
Remarks:
Change Workflow | Launch Workflow | Assignee Details | Workflow Status |

Figure 46: Launch Workflow — New Workflow

Launching the workflow assigns the first task as seen in Figure 47.

—

# | Task. | Received | Due Date | A | Organization | Assignes | Status Completedl B
1 Draft Response 09/07i2006 0971212006 OSECIMRPIAPHIS Mone/MG Correspon... Assigned C
2 Review Draft 09/13/2006 OSECIMRPIAPHISNane/MG APHIS De... Mat Started H‘I
] Final Response 09y 1412006 QOSECIMRPIAPHIS Mone/MG/CCOfAR,.. Correspon... Mot Started E
4 Signature 09/18/2006 OIECIMRRAPHIS None/MG APHIS Admin Mok Started ¥
1 Mail response and Close, .. 09y19/2006 QOSECIMRPIAPHIS Mone/MG Correspon... Mot Started 5

N
(o]
T
E
S
4 ol
Remarks:
Change Workflow | Suspend Workflow | Assignee Details | Workflow Status |

Figure 47: Workflow Has Been Launched

Suspend /Resume Workflow



After the workflow has been launched, the <Launch Workflow> key changes to
<Suspend Workflow > if the folder status is ‘Active’ and <Resume Workflow> if the

folder status is *Suspended’.

To suspend the workflow, the user clicks <Suspend Workflow>as shown in Figure 48.
The Folder status changes to ‘Suspended’ and the workflow window becomes gray.

The workflow can also become suspended if the user leaves the workflow editor without
completing the changes or if the user allows the ECM application to time-out due to

inactivity while in the workflow editor.

# | Task | Received | Due Date | [ | Orgarization | Assigries | Status | Completed | Organizati
1 SetUp Folder 10/27/2005 10§31/2005  OSECJOES/Mone... Main Group Started ©5EC]OESIN
2 Preparation 110142005 OSEC/RD/RESM... Correspondence Co... Mot Starbed
3 Signature 11/08/2005 OSEC/RD/RESMN... Correspondence Co... Mot Started
4 Signature Yerification 11/09y2005 QSECICES/Mone,.. Main Group Mok Started
| _'l

Remarks: ‘#ﬂﬂdﬂﬂﬂﬂﬂ

o
Change Workflow | Suspend Workflow | Assignee Details | Workflow Status |

W=HZMECO00

mmHOZI

Figure 48: Suspend Workflow

To return the folder status to “‘Active’, the user clicks the <Resume Workflow> button as

shown in Figure 49.




_—

# | Task | Received | Cue Date | & | Crganization | Assignes Skatus (D}
1 Prepate Final 08042006 08/08/2006 CSEC/RDIRES/Mone MG Caorrespon... Assigned |
2 Review Final 03092006 QSEC/RDYRES MonefMG Correspon... Mok Star H'
3 Sample for class 0510/ 2006 QSEC/RDVRES None/MG Correspon,., Mokt Star | E
4 Parallel Task Sample 08/11/2006 CSEC/RDMRES/MonefMG Correspon... Mok Star N
5 Add Final ko Faolder 03162006 QSECIRDMONE Mone Main Group Mok Star g

um—H0Z I

4| | i
Remarks: /
-
Change Workflow | Resume Workflow | Assignee Details | Workflow Status |

Figure 49: Resume Suspended Workflow

ASSIGNEE DETAILS

The user can view assignee details of a selected task by clicking <Assignee Details>.
(Figure 50)

Received | Due Date Organization Assignes Status Completed Organizati (D_‘,l
1 Set Up Folder 3 5 . Main Group Started cC
2 Preparation 11fo1/z2005 . Correspondence Co... Mok Started H‘
3 Signature 11/08/2005 OSECIRDJRESN. .. Correspondence Co... Mok Started E
4 Signature Verification 11/09/2005 QSECIOESNone, .. Main Group ok Started ¥
S
N
8]
T
E
S

< | i

Remarks:
A
Change Workflow | Suspend Workflow Assignee Details | Workflow Status |

Figure 50: Select a Task




The Assignee Details screen is displayed as shown in Figure 51.

Assighee Details
Task: =et Up Folder
Assignee
Type: otandard
Mission/Staff: Office of the Executive Secretariat
Agency: Mone
Division: Maone
Parent Groups: Mone
Group: Main Group
Position: Maone
User: Mone
Actual User: BCIM USernineteen
Proxy for:
Assign Task to User Cancel

Figure 51: Assignee Details

If a task is not highlighted, the error message in Figure 52 is displayed.

# | Task. | Received | Due Date | .C\| Organization | Assignes | Skakus | Completed | Organizati
1 Set Up Folder Ly27/2005 10312005 OSECHOES/Mone. .. Main Group Started QSECOES M
2 Prepatation 11/01/2005 CSEC/RD{RESIM... Correspondence Co... Mot Started
3 Signature 11nA?NNs CSFCIRMDIRRSIM. .. Crrresnnndrnre Co. .. Mok Starked
4 Signature Verification 1 Xl brted

! E & task must be selecked in the lisk. Please try again
.

< | i

Remarks:

Change Workflow | Suspend Workflow | Assiynee Details | Workflow Status |

Figure 52: Error Message for Assignee Details




WORKFLOW STATUS

A user can view the status of the entire workflow by clicking <Workflow Status> as seen
in Figure 53.

# | Task | Received | Due Date | A | Organization | Assignes | Status | Completedl 8
1 Preparation 06/07/2005 06/05/2005 OSECIOES MoneMNone, MG Correspon,., Completed  08/07/2005 © | ©
1.1 Create Draft 07/22/2006 07/28/2006 QSEC/RDRES Mone /MG Cotrespon,,. Started ] H
1.2 Subflow Return 06/08f2005 QSECJOESMone/Mone oldecm us,., Mot Started E
2 Signature 08/10/2006 QSECRDYRES Mone/MG Cotrespon, .. Mot Started #
2 Signature Yerification 07/31f2006 CSECJOES Mone/Mone Maim Group  Mat Started 5

N
0
T
E
S

4 | i

Remarks:

Add/Change Subflow | Suspend Workflow Assignee Details | Workflow Status :_I

Figure 53: Workflow Status

The report (Figure 54) shows information about the entire workflow for the folder and
the task that is currently being worked as well as general information about the folder.



; YWorkflow Status - Microsoft Internet Explorer

=101x|

| =
Workflow Status
| Today's Date: 09/07/2006 Control Humber: 5000090
Entire Workflow Current Task
Current Status: Active Started
. i . Correspondence
Owner/fAssignee: Main Group Cantral Officar
Received Date: 04/25/2005 07 /22/2006
Due Date: 06/22/2005 07 28/2006
Days Since Receipt: 353 34
Days Until Due Date: =31 -29
Projected Completion 09/21/2006 09,07 72006
Projected Days Over/Under: 321 29
Date Final Response Signed:
Actual Days Over/Under:
Folder
Date Created: 04/25/2005 By: oldecm usertwelve
Date Closed: By:
Date Archived: By
Date Deleted: By:
Document Clearance - Assignee Approvals
# | Task | Organization | Actual User | Prozey For | Date Cleared Approval Type
Print Close
=l
Figure 54: Workflow Status Report
Complete Task | Print Cover Sheet | Security | Refresh |
Put Back Task | Print Folder | Admin | Save and Close | Close

¥ Quick Print

COMPLETE TASK

When the user has completed all processing for an assigned task <Complete Task> is
pressed. If no approvals or documentation is needed the box in Figure 55 is displayed.
Remarks are not required but are a useful tool to track progress.




Complete Task

Assignee: hain Group
Actual User: Ed Koenen

Proxy for: Mone
Remarks:
Task completed 090606, Draft Document sent for ;I
appraval.
- &
— Complete Task Cancel

* Completing this task will assign the next task in the workflow.

Figure 55: Complete Task

When <Complete Task> is clicked, the user is returned to the workflow if the next task is

in the user’s inbox. If the completed task is highlighted, the remarks are displayed in the
‘Remarks’” window as seen in Figure 56.



# I Task I Received I Due Date | A I Organization I Assignee I Stakus | Completed | 8
1 Close Folder 09/06/2006 09/20/2006 QOSECIRDMone/ Mone Main Group  Completed  09006/2008 © | ©
2 Approve Application 09/06/2006 092 0& SEC/RD/MNone/Mone Main Group  Completed  09907/2006 H‘
3 fyqard Grant 09/07/2006 09/21/2006 OSECIRDMNoneMone Main Group  Assigned E
4 AssumptionsTransfers 10/05/2006 QOSECJOESMone/Mone Main Group Mot Started ¥
5 Add Final to Folder 10/19/2006 OSECIRDMNone/Mone Main Group Mot Started [
6 Close Falder 11/02/2006 QOSECJOES Mone/Mane Main Group  Mat Started

N

0

T

E

S
1] ol

Remarks: Task completed 09/06/05. Draft Document sent for approval.

Change Workflow | Suspend Workflow | Assignee Details | Workflow Status |
Complete Task | Print Cover Sheet | Security | Refresh |
Put Back Task | Print Folder | Admin | Save and Close | Close

¥ Quick Print

Figure 56: Remarks Window — Task Remarks

If approvals or documentation are required before the task is completed, the box shown in
Figure 57 is displayed and must be completed.



Complete Task

Assignee: Correspondence Control Officer
Actual User: Ed Koenen

Proxy for: Mone

Approval

& Approved without Changes

i Approved with Recommended Changes Moted

& Approved Only with Changes Indicated in the Attached Document
& Approved Only with Changes Indicated in the Main Draft Document
O Mot Approved

Supporting Documents Select |

* Supporting Documents must be added to the Documents Tab befare they can be selected.

| Doc Type | Tikle | Yersian | Author | Lask Mu:udifieu:ll
Personal PIN:
Remarks:
Final Draft Completed 0907065 =]
abc
=l v

Complete Task | Cancel I

* Completing this task will assign the next task in the workflow.

Figure 57: Complete Task

PUT BACK TASK

A user has the option to return a task to the workflow after starting it by pressing the <Put
Back Task> key. The task will be marked as ‘Put Back’ for reporting purposes. This
returns the task to the group inbox unless it was assigned to a specific user.



Figure 58 shows that Task #1 has been started.

# | Task | Received | Due Date | A | Crganization | Assignes | Status | Completed | (D;l
1 Preparation 09107}2006 09/03/2006 QOSEC/RDYMoneMone Main Group  Started ol C
z Approve Application 0922/ 2006 QOSEC/RDYMoneMNone Main Group Mok Starked H!
3 &dd Final to Folder 09/25/2006 QSEC/RDYMoneMNone Main Group Mot Started E
4 Assumptions)Transfers 10/09/2006 OSEC/RDYMoneMone Main Group Mok Starked N
5 Award Grant 1001072006 QOSEC/RDYMoneMNone Main Group Mok Starked g
6 &dd Final to Folder 10112006 QSEC/RDYMoneMone Main Group Mot Started

Figure 58: Task # 1 Started

After pressing <Put Back Task>, task # 1 shows a status of ‘Put Back’ as seen in Figure
59.

# | Task | Received | Due Date | A | Orgarization | Assignes | Status | Caompleted | g
1 Prepatation 09/07/2006 09/08/2006 OSEC/RDYMone/Mone Main Group  Put Back. ol e
z Approve Application 09/2z2/2006 OSEC/RDYMoneMone Main Group Mok Started H'
3 &dd Final ko Folder 09/25/2006 OSEC/RDYMone/Mone Main Group Mok Starked E
4 Assumptions) Transfers 10/09/2006 OSEC/RDYMoneMone Main Group Mok Started N
5 Auard Grank 10/10/2006 QSEC/RD/Mone/Mone Main Group Mok Starked g
[ Add Final ko Folder 10/11/2006 OSEC/RDMoneMone Main Group Mok Started

Figure 59: Task #1 Put Back

PRINT COVER SHEET

The <Print Cover Sheet> selection allows the user to print a cover sheet which shows
folder information including the workflow tasks and status, as well as any notes that have
been added.

PRINT FOLDER

If the Quick Print box is checked, clicking the Print Folder button will produce reports
based on pre-selected criteria from the User’s Personal Profile. See Figure 60.
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Figure 60: Print Folder output

If the Quick Print box is not checked, the user will get a dialog box that shows the
printing defaults and allows the user to make modifications as seen is Figure 61 The
user then clicks the <Start Print> button.
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Figure 61: Print Folder Dialogue Print Selection Pop-up

The user can choose to be notified that the report has been created via E-mail, the

Workflow Inbox or through a pop-up browser window. The selection can be made on the
report window as shown in Figure 61 or in the user’s Personal Profile.

SECURITY

Clicking on <Security> reveals the security settings for the folder as seen in Figure 62.

Authorized users can modify the secu

rity settings.




Folder Security

Control Number: 5001953
Folder Owner: OSEC/RD/MNane/MNone/Main Group
Action Organization: OSEC/RD/Nane/MNone/hain Group
Roles No Access View Only View, Edit
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All Group Users (9 "
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All Agency Users 8 «

All MissondStaff Users e e
All Users « “

Save | View Authorized Users Additional Access List Cancel

Figure 62: Folder Security

ADMIN

Clicking the <Admin> key displays the ‘Folder Administration’ Menu seen in Figure 63.



Folder Administration

2> view Removed Documents
2> View Moved Documents
2% View Put Back History
<> Close Folder

f} Delete Folder
'../.:? Back To Folder

Figure 63: Folder Administration

By clicking on the Menu options, an authorized user can:
e View removed documents and replace them on the Documents Tab
View documents that have been moved to other folders
View and print the history of any tasks that have been ‘Put Back’ by users
Close a Folder
Delete a Folder

REFRESH

Clicking <Refresh> will renew the screen and display any changes that may have ocurred
since the user opened the folder. Examples would be if another user completed a parallel
task or added a document.

SAVE AND CLOSE

Clicking <Save and Close> will save all changes to the folder and close it. The user will
be returned to the screen from which the user accessed the folder — usually the “Inbox’ or
‘Folder Results’.

CLOSE

Clicking <Close> closes the folder and returns the user to the screen from which the user
accessed the folder — usually the “Inbox’ or ‘Folder Results’.

If the user attempts to close the folder and has made changes that are not saved, the pop-
up in Figure 64 is displayed. The pop-up gives the user the opportunity to click
<Cancel> to stop the closing and return to the folder to save the changes. Clicking <Ok>
allows the closing to proceed without saving the changes.
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Figure 64: Unsaved Data Warning



