
Now that you have built a workflow, let’s 
process a document using that workflow 



Starting a workflow 

1. Open the library and select the document for routing 
2. Select “Workflow” from the ribbon menu 



Starting a workflow 

1. Select the workflow you built previously.  All available workflows will 
appear in this property box. In this example, there are two: Document 
Approval and Document Review. 

2. Any workflows that are running will appear here 



Starting a workflow 

1. Review the routing that had been predetermined for this workflow 
and modify if needed 

2. Select “Start” to initiate the workflow 



Monitoring a workflow 

1. Navigate to the library that contains the document 
2. You will see a column for every workflow available.  The status will 

appear in the appropriate column 
3. Select the status for a visual look 



You’ve tasked your reviewers/approvers.  How 
do you make sure the document is moving 

through the system? 



Monitoring a workflow 

1. A visual depiction of the workflow will give you the progress of the 
review/approval 

2. A complete record of the tasking and history is below (see next slide) 



Monitoring a workflow 

1. A complete record of the tasking and history is retained 



What do your reviewers/approvers see on 
their side?  What do they need to do? 



Processing a workflow 

1. Any member identified in the workflow will receive an email 
notification when they have a task to complete in the workflow 

2. While the member could link directly to the document,  due to 
limitation in the development server, it is recommended they use the 
“View Status” link to launch SharePoint and then download the 
document if needed 



Processing a workflow 

1. Any member identified in the workflow will have a task added to their 
My Workflow Task list.  This list is on the homepage of the TeamSite 
just above the library 

2. Update the status of the task by selecting the task 
3. Use the library to download and open the document 



Processing a workflow 

1. When the task is viewed, the reviewer/approver will use the buttons 
on the bottom to complete the task.   

2. The sample approve is a “Collect Feedback” workflow.  An “Approval” 
workflow would have buttons to approve, reject or redirect the task 
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