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What is a workflow? 
 

 Workflows are a series of actions 
that correspond to a work process 
◦ For example a document approval 

process 
 Workflows can control most aspects 

of a SharePoint 2010 site, list, 
library, or list item 

 Workflows can include both actions 
performed by people and actions 
performed by the workflow 
 



What is a workflow? 
 

 Workflow participants interact 
with the workflow through the 
designated Tasks list 

 A workflow can create a task for 
someone and remain paused 
until the task is marked 
complete 

Email notification 

Task List notification 



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 



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 

1. Navigate to list or library the workflow will manage 
2. Select Workflow and Create Workflow in SharePoint Designer 
3. Name the Workflow 



SharePoint Designer 

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 

and any associated conditions 
◦ Each workflow is initiated by 

an event 

Event 

Action 
Step 

Condition 
Use MS Visio to layout your 
workflow BEFORE you start 

Designer. Visio flows done in 
Visio 2010 can be imported into 

Designer 



Events, actions, conditions and steps 

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



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 
◦ Set workflow variables or perform  

calculations 
◦ Check items in or out 
◦ Send an e-mail message 
◦ Pause or stop the workflow 
 



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 



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 



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 



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 



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 
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