Creating a Custom Workflow

in SharePoint Designer
SharePoint 2010




What is a workflow?

» Workflows are a series of actions
that correspond to a work process

> For example a document approval
process

Send e-mail to notify

reviewer

» Workflows can control most aspects
of a SharePoint 2010 site, list, :
library, or list item Raject

» Workflows can include both actions Rt

document library

performed by people and actions o aaad i’
performed by the workflow ey

entire team




What is a workflow?

» Workflow participants interact

with the workflow through the Email notification
designated Tasks list

Tasks - Please approve DNDO Project Design
» A Workﬂow can create a task for Feedback Loop [sharepoint@eota.energy.gov]

sent: Mon 3/5/2012 10:05 AM

someone and remain paused o Peu Stodennie
until the task is marked Task assigned by Stoudenmire, Paul on 3/5/2012.
COmplete Due by 10:05:00 AM

Approval started by Stoudenmire, Paul on 3/5/2012 10:05 AM
Camment: Please approve

To complete this task:
1. Review DNDOO Project Design.
2. Perfarm the specific activities required for this task.

3. Use the Open this task button to mark the task as completed. (If you canno
access to it.)

Task List notification

My Document Review/Approval Tasks

[ Title Status Due Date % Complete Qutcome Related Content

Fleaze approve DNDO Project Design £ Hew Completed  3/6/2012 100

% Approved DMDO Project Design




What is a workflow?

» You can create a workflow that the user initiates, or a
workflow that is initiated automatically based on an
event, such as when a list item is created or changed

Step 1

If Current term:Approval Status eguals 0:FApproved

Copy item in this list to this list

then Email these users

then Log this message to the workflow history list




What is a workflow?

» 3 basic steps:
1. Chose the type of workflows you want to create:
list, reusable list, or site

2. Use the workflow editor to choose and assemble
the conditions and actions that define the steps of
the workflow

3. Save and publish the workflow



Starting the Workflow Editor

Browse Documents

\j ﬁ |_|’ L} |y Check Out . - Q) Version History Q j % 51 SEttIHQST

Library Tools @ 2
Site Actions -~ @ oW

“J Check In

E@ Document Permissions |§'
Me: Upload Mew E-maila Alert Downloada W i
Document + Docur’nentv Folder Ducument |y Discard Check Qut Prupertles Pruper‘t\es )( Delete Document Link Me - Copy 5] ] wﬂrkflﬂw SEttlngs
New Open & Check Qut Manage Share & Track Copies
Add a Waorkflow
Libraries ] Type Name Effective date Modified By Modified
Working Documents Create a Workflow in SharePoint Designer
Source Documents = Document Type : Checklists (1)
@]  SLA Responsibiliies1 mre 1/26/2012 Stoudenmire, Paul  1/27/2012 3136 an | (r2@te @ Reusable Workflow in SharePoint Designer

Lists
Discussions dJ Document Type : Lesson Plans (1)

| Basics of Radiation  new 1/27/2012 Stoudenmire, Faul 1/27/2012 11:04 AM Lesson Plans
E Recycle Bin gk Add document

\:iﬂ All Site Content

@(I'D Add a new workflow to your list

3 Enter a name and description for your new workflow

Mame:

Training Plan Approval

Description:

1. Navigate to list or library the workflow will manage

2. Select Workflow and Create Workflow in SharePoint Designer
3. Name the Workflow
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fat Program Mgmt/Admin

Step 1

Start Approval (2] process on Current [tern with these users

This is the SharePoint Designer interface. You don’t need to start
from scratch to design workflows. The four most popular— the
Approval, Collect Feedback, Collect Signatures, Publishing
Approval workflows — are now fully customizable in SharePoint
Designer 2010. You can copy and modify (recommended) or edit
these workflows, as well as custom reusable workflows, to meet
the needs of your organization.

These workflows are event-driven, and all of the important events
in the workflow are editable in the workflow editor, both for each
task in the process and for the process as a whole. For example,
you can easily add conditions and actions to define what happens
when each task is assigned, expired, or completed.




Events, actions, conditions and steps

» Building blocks of a workflow

- A workflow consists of one or
more steps

- Each step consists of actions N
and any associated conditions

- Each workflow is initiated by
an event Step —

Event

Send e-mail to notify
reviewer

— Action

Person reviews
document

— Condition
Reject
USE MS VISIO to IayOUt your Move document to

workflow BEFORE you start Approved

document library

Designer. Visio flows done in Send e-mail to notify

document author

Visio 2010 can be imported into Send e-mail 10 notily

entire team

Designer




Events, actions, conditions and steps
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Events, actions, conditions and steps can be
edited from the ribbon menu or by selecting
items in the statement
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Events

An event starts or initiates a workflow

Events can also manage the timing of actions within a
workflow, such as waiting for the status of an item to
change

Three events that can start a workflow:
> An item is created
> An item is changed

- A workflow participant clicks a start button on the
SharePoint site

Workflows can start manually or automatically



Actions

» SharePoint provides a set of ready-made, reusable

actions for you to incorporate into your workflow:

- Create, copy, change, or delete list items

- Create a task for someone on the Tasks list of your team
Site

- Collect data from a participant that can be referenced later
in the workflow

- Log workflow information to a History list to use for
repudiation or workflow debugging Step 1

- Set workflow variables or perform e P 12 results; press n
calculations Chesin e

> Check items in or out thiot:t

> Send an e-mail message e

> Pause or stop the workflow SR e

If current tem field equals value
Send an Email

Set Field in Current%&m

Update List Item

Wait for Field Change in Current Item



Actions

» SharePoint Server 2010 includes three new task actions:
1. Start Approval Process
2. Start Feedback Process

3. Start Custom Task Process

» The “big three” workflows included in SharePoint Server
2010 — the Approval, Collect Feedback, and Collect
Signatures workflows — are built with these actions



Actions

» A workflow can contain any number of actions
» Actions can be performed by the workflow

» Or, actions might be performed by workflow
participants

- For example, in an approval workflow the act of actually
reviewing and approving the document is done by a
workflow participant. Actions done by a workflow
participant are represented by tasks assigned to that
person in the designated Tasks list

Evaluate DCR Action

¥ CumrenthbermeStatus not equals Completed

start Design Change Feedback process on Current [tem with vanablereviewers




Conditions

» Rules that apply conditional logic to SharePoint sites,
lists, items and content types

» Establishes a condition where the workflow performs
the associated action only if that condition is true.

- For example, you can create a rule where the workflow
copies a document and sends a reviewer an e-mail
message if an item is approved

Step 1

Approval Status eguals k*Approved

Copy itern in 3hared Documents to Archive

then Email Approvers



Conditions

» Add multiple conditions per branch.

> For example, you can create a rule where a reviewer is sent
an e-mail message only if an item is both (1) created by a
specific person and (2) the document title contains specific
keywords

Step 1

If created by specific person

and title field contains keywords

Email these users

then Log this message to the workflow history list



Conditions

» Associate multiple actions with one condition

- For example, you can create a rule where if an item is
created by a specific person, then (1) the reviewer is sent
an e-mail and (2) workflow information is logged to the

History list

Step 1

I Approval Status eguals i#Approved

Copy itern in Shared Documents to Archive

then Email Approvers

Step 2

Log [BeCument [tem:Title®s] with [FeCurrent... to the workflow history list




Steps

» A workflow is comprised of one or more steps. Each

step can contain numerous actions and associated
conditions

» Steps allow you to group conditions and actions so that
one set of rules (conditions and actions) can be
evaluated and performed before a second set

Step 1

I Current kerm:Approval Status eguals O:#Approved

Step 2

Copy item in this list to this list

Step 3

Email these users

Step 4

Log this message to the worlkflow histary list



	Creating a Custom Workflow in SharePoint Designer
	What is a workflow?�
	What is a workflow?�
	What is a workflow?�
	What is a workflow?�
	Starting the Workflow Editor
	SharePoint Designer
	Events, actions, conditions and steps�
	Events, actions, conditions and steps
	Events
	Actions
	Actions
	Actions
	Conditions
	Conditions
	Conditions
	Steps

