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Ftrieve Flow Overview

1.1 Whatis Etrieve Flow?

Etrieve Flow was built from the ground up to be a fully interactive, user-friendly product allowing institutions to
automate basic and complex business processes. The intuitive design allows you to create pathways as simple or
multifaceted as your specific processes dictate, reducing current Workflow bottlenecks, increasing visibility, and
standardizing disparate business operations.

Building workflows using Etrieve Flow is simple and intuitive, with drag-and-drop functionality in the Workflow
Designer. There are no complex computer languages to learn, and the interface is welcoming and not intimidating.
The result is a graphical representation of your business processes that is easy for everyone to understand.

This guide provides an overview and instructions on how to use the Workflow designer. It will also give you an
administrative understanding of Etrieve Flow.

1.2 Logging into Etrieve Central

Before logging into Etrieve Central, a user should open a web browser and navigate to the Etrieve Central website
address. The following browsers are supported:

> Microsoft Edge Chromium
> Google Chrome

> Mozilla Firefox

> Safari (Mac/iOS)

Next, the Softdocs Identity and Access Management (IAM) platform sign in page will be presented, unless the
institution elected to have users immediately redirected to their third-party single sign-on provider.
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FIGURE 1.1 Softdocs IAM Sign-In Page

Users signing in via their institution's SSO provider or with a password will enter their email on the Softdocs I1AM
sign-in page and click 'Continue’. The IAM platform will use the email domain to decide whether to direct users to
SSO or display a password field. If enabled by the organization, users may see social platform login options. Social
logins are for public users who can't access an institution’s SSO and don't have an Etrieve account. Organizations
can customize the IAM sign-in page with their own branding

Etrieve Central's page layout is divided into four sections:

>

>

>

>

Header (top bar)
Primary Navigation Panel (always displayed on the left side of the page)
Setting Panel (display toggled on/off, right side of page)

Document Viewer (middle & right side of page when Alternate Navigation Panel is toggled off)

What appears in these sections will vary depending on the user’s security settings. For instance, the Admin Settings
selection in the Settings Panel on the right will only display if the user is granted the privilege to manage Workflows
or Forms.
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etfieve | cenTRAL H OO U

Flow .

as  Admin Settings
& Inbox >

#1 Community
KPP Activity >

& EdCloud
Forms

©® About
# Forms >

Jason Pfaehler
Drafts >

E—) Sign Qut
Self-Service
£ My Documents >

<

FIGURE 1.2 Etrieve Central Page Layout

Accessibility Improvements

In Etrieve Central, Forms and Flow accessibility enhancements have been enabled so that users can easily access
various parts of Central via reader tools. Landmarks have been added to the right navigation panel and main viewing
areastoimprove the navigational experience via assistive technology and keyboard-only interaction. Users can now
effectively search for and submit a form using assistive technology and keyboard-only navigation. Additional
improvements include navigating the Forms and Drafts options, navigating the form, downloading, printing,
commenting, attaching, and selecting submission options on the form’s action bar.

When you open the hamburger menu at the top right of the page, you will see links that can be accessed by tabbing
through or via the screen reader. These links lead to forms, content, and security.
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Central Page Layout anc
Navigation

2.1 Central Page Layout

To perform any function within Etrieve, users should navigate to the appropriate section of the Primary Navigation
Panel. The Panel is located on the left of the home page and consists of two sections, Flow and Forms, with sub-
panels containing available Flow and Forms options. An institution may purchase and install Etrieve Reports and
Etrieve Self-Service, which will also appear in the Primary Navigation Panel.

etfieve | cenTrAL H e 2
Flow

& Inbox >

P Activity >

Forms

& Forms >

Drafts >

Self-Service

£ My Documents >

<

FIGURE 2.1 Etrieve Central Home Page

The Document Viewer displays when the user works with items in one sub-panel. It will show for Inbox, Activity,
Forms, Drafts, Reports, and Self-Service.
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etfieve | cenTia H OO B

Flow

€ FERPA Release - Clark Kent - 1352546

[ @ search Package S) FERPA Release

K Activity > Softdocs University
Package ltems
Forms Full Name Student ID
) ERE=S ‘ Clark Kent 1352546
# Forms > .
& Drafts > Under the Family Educational Rights and Privacy Act (FERPA), Softdocs University is
permitted to disclose information from your education records to your parents if your
Reports parents (or one of your parents) claim you as a dependent for federal tax purposes. Please
indicate whether your parents claim you as a tax dependent.
Reports >
Please check the appropriate response *
Self-Service O ¥es, | certify that my parents claim me as a dependent for federal income tax purposes
No, | certify that my parents do not claim me as a dependent for federal income tax
&8 My Documents > purpases.

If you are not claimed as a dependent or you do not know whether you are claimed as a

dependent for federal income tax purposes, but you agree that Softdocs University may
disclose information from your education records to your parents, please sign the
following cansent:

| consent to the disclosure of any personally id information from my education

records to my parent(s), for reasons determined by the Softdocs University as

appropriate. This authorization will remain in effect for the upcoming Academic Year.

FIGURE 2.2 Etrieve Central Document Viewer

The Primary Navigation Panel may be collapsed to increase the screen space available for the Document Viewer by
clicking the arrowhead (<) at the center of the line at the bottom of this Panel. Clicking it again will restore the original
Panel size.

etfieve | CENTRAL
Flow
d Inbox b
P Activity >
Forms

f Forms >
Drafts >
Reports

Reports >

Self-Service

£ My Documents >

FIGURE 2.4 Collapse Primary Navigation Panel
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2.2 The Header and Navigation

The Header is the top most bar on the Central Page. It contains these options from left to right:

»  Etrieve| Central (View Reset)
> App Switcher
>  Resource Center (Question Mark) — Displays based on privileges - Cloud Offering
> Settings Panel Toggle (Gear)
etfieve | cenTRAL H OO 2

FIGURE 2.5 The Header

APP SWITCHER | Clicking this icon (nine squares) opens a three-button menu, allowing users to navigate between
Central, Content, and Security, the three main Etrieve applications.

@ n

FIGURE 2.6 App Switcher

ETRIEVE | CENTRAL | Clicking here resets the user’s view, closing any Inbox packages currently being viewed. It will
return the user to the initial Etrieve Central home page.

etfieve | CENTRAL

FIGURE 2.7 Etrieve | Central

MENU ACCESS | Clicking the gear menu icon on the right toggles on the Settings Panel.
The Settings Panel may be toggled off by clicking the gear.

wen
1
e

as Admin Settings
% Community
& EdCloud

O About

Jason Pfaehler

[& SignOut

FIGURE 2.8 Etrieve | Central Settings Panel

ADMIN SETTINGS | The Admin Settings option will be visible to users with access to manage and configure Etrieve
Workflows and Forms.

COMMUNITY | Community provides a link to access Softdocs’ Community Login page.
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FdCloud/GovCentral | EdCloud/GovCentral provides a link to access EdCloud/GovCentral pages if licensed. (Cloud
Offering)

ABOUT | About provides details on the version of Etrieve Central that the user is accessing and copyright and
licensing information.

SIGN OUT | Signs out the currently logged-in user. After the application has been idle for the configured amount of
time, the user will be redirected to the sign-out page. Select the ‘Sign In” button to return to the Softdocs IAM sign-

in page.

All Done!

You have been successfully signed out.

More to do? Sign back in!

FIGURE 2.9 Sign-Out Page
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Ftrieve Flow Contiguration

3.1

Configuration Menu

The Settings Cog/Menu provides Etrieve Central Administrators access to the Flow, Forms, and Form Groups

Settings.
etfieve | CENTRAL
Flow
C? Inbox >
P Activity >
Forms
, Forms >
Drafts >
Self-Service
£ My Documents >

<

FIGURE 3.1 Etrieve Central Alternate Navigation Panel | Settings

a8  Admin Settings

#3  Community
& EdCloud

O About

Jason Pfaehler

[> signOut

Access to the Settings Cog is a user-based privilege established within Etrieve Security. Click on the Settings Cog to

access Flow Configuration and the Settings icons.
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etfieve | CznTRAL

Flow Forms Connect
=]
." Q\. ?‘O Yk
Workflows Forms Sources

D)
v

%

Flow Settings Groups Connections

N2 oA 080

7] =| Ogo
Email Templates CSP Violations Ethos

>

Monitor

FIGURE 3.2 Etrieve Flow | Workflows

From the Flow Settings page, users can access a separate User Interface that triggers the reprocessing of all failed
items into Flow. Under the Submission Errors field, only content documents that failed to process will be counted.

etfieve | CENTRAL
Flow Forms Connect
(Q o
" Q\. VY 4 Vol
Workflows Forms Sources

O
T

Connections

%

Flow Settings

— O,
% oA ope
| =| Og0
Email Templates CSP Violations Ethas

>

Monitor

FIGURE 3.3 Etrieve Flow | Settings
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Workflow Settings

(] Export attachments as separated files for Workflows

Default the "Enable Uploading Attachments" setting on new workflow steps to be true.

Notification Email:  |workflow-errors@softdocs-test.com UPDATE EMAIL

Submission Errors:  REPROCESS

(Items waiting to be processed: 30936)

FIGURE 3.4 Etrieve Flow | Settings | User Interface for Re-Processing Errors

e Configurations:
o  Export Attachments as separated files for Workflows
o  Default the “Enable Uploading Attachments” setting on new workflow steps to be true
o Notification Email for failed workflow processes/error message notifications.

3.2 Workflows Main Menu Options
The menu options for Etrieve Workflows consists of four options:
1 Add anew Workflow
2 Editan existing Workflow
3 Delete an existing Workflow
4

Search for an existing Workflow

effieve | CEnTRAL # Q0 0
Workflows EDIT  Search Workflows Q
ADD NEW WORKFLOW

[

B

[maac] Multi string workflow
Active

[maac] multiple string
In Development

_DEMO - Form Workflow
Active

_DEMO - New Forms (NEW)
Active

_DEMO Transcript Evaluatio...

Active

Accounts Payable Check Re...
Active
Accumulate Example
Active
Appeal
In Development
Autharization for Direct De.
Active

8O Demo - AP Approval
Active

BO Demo - New/Update V...
Active

BO Demo - Qut of Country ...

Active
BO Demo - Purchase Requi...
Active
Bridge Delete
In Development
Bridge Demo workflow
In Development
Broadcast Contracts
Active

Change of Information
In Development

Comments Test WF
Suspended

Custom Property
In Development

DC Esign Sig Pad Test
Active

deleteme
Suspended

Demo Notification Only W..
In Development

DEMO Official HS Transcrip...

Active

Direct Deposit Authorization
In Development

Direct Deposit Signup
Active

DRF Transcript College COD
In Development

Employee Leave Request
Active
Esign example
Active
ex
In Development
EXAMPLE DATA EXPORT

In Development

FIGURE 3.5 Workflow List

To add a new Workflow, select the Add New Workflow option. The Workflow Settings page will then be displayed,
and the next chapter will explain it in further detail.
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etfieve | conTRAL

Workflows
| ADD NEW WORKFLOW I

FIGURE 3.6 Add New Workflow

etfieve | CENTRAL # OO %

(<] Back
— Workflow Name (Name is required)

x General Settings |Wor'kf|ow Name

Workflow Description

Workflow Description

Department

Effective Date From Workflow Template Status

October 8, 2024 | n Development v

In Progress Workflow Instances: 0

PURGE INSTANCES

COPY WORKFLOW

FIGURE 3.7 Workflow Configuration | General Settings Tab

# Q@ 0

Search Workflows Q

FIGURE 3.8 EDIT Option

To delete an existing Workflow, click on the ‘EDIT’ option, and the user will see the ‘DELETE” and ‘CANCEL options.
Checkboxes will display next to the name of each Workflow on the list. Click the checkbox(es) beside the desired
Workflow(s), then click the word 'DELETE' A Confirmation Panel will be displayed, and the Administrator may
click CONFIRM or CANCEL. Cancel will take the user back to the Workflow List.
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etfieve | CENTRAL =@ O
Workflows CANCEL Search Workflows Q
ADD NEW WORKFLOW
[ BO Demo - AP Approval DC Esign Sig Pad Test
R Active Active
[maac] Multi string workflow
@] Active BO Demo - New/Update V... deleteme
) ) Active Suspended
[maac] multiple string
0 In Development BO Demo - Out of Country ... Demo Notification Only W...
Active In Development
- o BO Demo - Purchase Requi... o DEMO Official HS Transcrip...
Acti Acti
_DEMO - Form Workflow (... cive cuve
) o 0 et "
In Devels
_DEMO - New Forms (NEW) e
8] Active Bridge Demo workflow o Direct Deposit Signup
In Devel t Act
_DEMO Transcript Evaluatio... LS e
] AeRE Broadcast Contracts DRF Transcript College COD
O Active a In Development
A
C E
Accounts Payable Check Re...
(8] Active o Change of Information o Employee Leave Request
In Development Active
Accumulate Example
0 AERE o Comments Test WF o Esign example
Suspended Active
Appeal
o In Development o Custom Property o ex
In Devel it In Devels t
Authorization for Direct De... S STES
O active EXAMPLE DATA EXPORT
D O i Development
B
« »

FIGURE 3.9 DELETE Option

Delete Workflows?

Are you sure you want to delete the selected Workflows?

CONFIRM  CANCEL

FIGURE 3.10 Delete Workflows Message

If a Workflow is selected for deletion and has packages that are in Progress, the user will be unable to delete it. A
message is returned notifying the user of the failure to delete. The message states, “Workflow has in-progress instances
and cannot be deleted”

Failure

v Workflow has in-progress
instances and cannot be deleted.

FIGURE 3.11 Failure Workflow Message

Use Search to locate a specific Workflow (s) or to filter the list. Start typing in the Search field, and Etrieve Central will
start narrowing the options based on what you enter.

# OO0 =

EDIT | Search Workflows Q

FIGURE 3.12 Search Option for Existing Workflow
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Ftrieve Flow Designer

4.1

Basics of Workflow Configuration

Creating a Workflow may be thought of as three primary tasks: Creating the Workflow, Assigning the Document Type
(s) or Formsto be processed, and Designing the Workflow path. Workflows can be categorized into two different types:

SIMPLE WORKFLOW | A Workflow with a direct actor-to-actor route without considering any data on the form or
document. An example of a simple Workflow is Financial Aid or Registrar forms. The actor (person) initiates a
form is automatically routed to the appropriate department (FA or Registrar). The request will appear in the group's
Inbox for approval or declination.

ADVANCED WORKFLOW | The data present on the document/form, or even the type of document/form, may require
the creation of an advanced Workflow. An example of a more complex Workflow could be one created to handle
various admissions applications. The Workflow begins with two sets of navigation rules that evaluate the various types
of applications received in Admissions. If an application is First Year Graduate, Concurrent, or Unclassified, the Key
Field of Application Status is updated to Admissions Counselor Review, and then it routes to a Conditional Actor,
which identifies the Admissions Counselor who handles each of those types of applications and delivers to that
Counselor’s Central Inbox. Then, these types of applications are routed to a standard approval process for most
applications. Since these types of applications do not require a transcript evaluation, their approval process is simpler.

If the application is Accelerated Track/Nursing Transfer, RN-BSN, Returning, Transfer, or Visiting, the Key Field for
Application Status is updated to Transcript Evaluation, and all of these applications are delivered to the Transcript
Evaluator Group. After the Transcript Evaluation is completed, the Returning, Transfer, and Visiting applications get
their Application Status Key Field updated to Admissions Counselor Review, and they now join the Workflow for the
First Year, Graduate, etc., types of applications.

However, the Nursing application types get their Application Status Key Field updated to Nursing Application
Preparation and are routed through a standard approval process in the College of Nursing.

4.2

Workflow Configuration Using Actors, Activities, and Navigation Rules
Three key elements are used in Workflow Design: Actors, Activities, and Navigation Rules.

The Actors displayed within the Actors Section provide a method of configuring the needed step to a person or group
in the Workflow. These Actors are dragged and dropped onto the Designer's workspace.

Etrieve Flow Administrator Guide | 14



4.3

Actors Defined

Actors NOTE: Conditional Actors require the use of the Etrieve Integrations
module. If that module was not purchased, although a Conditional
Actor may be dropped on the Designer Workspace, it will not be
configurable, and the Workflow will display a red exclamation mark
on the menu to alert the Administrator of the error condition.

[
&
Person Group

I.I Forms used in an E-Sign workflow can have sources associated

with them. If the source is anonymous, it will execute during the E-

Role Conditional Sign step. If it is not anonymous, it will not execute during the E-
' Sigﬂ step.
m
Broadcast E-Sign

FIGURE 4.1 Flow Actors

PERSON | Asingle user will be chosen in the configuration; only that user will receive the package.
GROUP | All users of the chosen group will receive the package.

ROLE | All users assigned to the selected role will receive the package (this Actor is not commonly used).

CONDITIONAL | A single user or user group will receive the package. The user or user group to receive the package is
“conditional” based on form values and integration (the recipient can differ from package to package).

BROADCAST ACTOR | A broadcast actor typically allows the representation of steps so broadcast routing can occur at
the first step of a Workflow. Broadcast routing can be incorporated into a business flow, which enables the Broadcast
& Preview actions for the originator & the Approve & Denials for the recipients of the broadcasted form. Senders of
broadcast forms commonly use this feature to manage Contracts and Policy Changes. Leveraging the Broadcast Actor
with forms are commonly used to manage Contracts. This will result in fewer users to filter from, fewer irrelevant filters
to manage, and the pre-population of automatically available data.

This actor provides the ability to configure the following;
»  Send aform to multiple users.

> Determine recipients for Broadcast Routing.

> Apply filters to narrow a list of recipients.
»

Pre-population of the broadcasted forms with recipient-specific data from an integration source configured on
the Broadcast Actor step.

> Preview form instances with pre-populated data before sending.
> Search for a form instance sent to a specific user in the Activity to view its Workflow status.

E-SIGN | An E-Sign actor step allows the form to be routed to a Signer Recipient outside the institution who must sign
documents. For example, an institution user (Financial Aid Administrator or Student) has a form (Dependent
Verification Worksheet/Form) that needs to be sent to the non-institutional user (a Parent) using the Parent’s email
address. This allows the Parent to receive the form and provide approval of intent and consent to sign and do business
electronically without having an internal account. If configured, the Parent will receive the link to the signed document
via email after completion.

The E-Sign step has two navigation hubs: Submit (Approve) and Deny. It will route using these hubs just like other
Actors do today.

Etrieve Flow Administrator Guide | 15



When configuring an E-Sign actor on a workflow, the Administrator must provide fields from the form that contain the
Signer Recipient’s email address, the fields that need to be completed/signed, and which email template will be used

to send to the Signer Recipient the form which needs their signature.

Signer Email Address (Must have

an email address)

Signature Fields (Must have at least
one signature field)

Signer Template (Must have an

email template)
Final Copy Template
Decline Template

Opt Out Template

E-Sign Actor Configuration

Properties = E-Sign = Active Packages

If @ template is not selected then an email will not be sent.

‘Currently Disabled: Select to Enable

‘Currently Disabled: Select to Enable

‘Currently Disabled: Select to Enable

‘Curremly Disabled: Select to Enable

‘Currently Disabled: Select to Enable

SAVE CANCEL

FIGURE 4.2 E-Sign Actor Configure Menu

NOTE: Only designated fields provided in the
“Signature Field” will be editable on the form for the
Signer Recipient. Only Forms can be used with E-
Sign.

When more than one form is used for the workflow, the E-Sign step will indicate which designated fields are common
across the associated forms and which are in use as part of the “Signer Email Address” and “Signature Fields”
dropdowns. It will also warn when an uncommon field is selected on the E-Sign Step. All signature and email fields
will be cleared if the associated form is removed. The selection of fields in the “Signer Email Address” and “Signature
Fields” are dynamic because they will not allow an already used field to be chosen.

Signer Email Address

Signature Fields

Signer Template
Final Copy Template
Decline Template

Opt Out Template

Email

Currently Disabled: Select to Enable
Email

FirstName

LastName
SignatureofParent - In use

|Currentiy Disabled: Select to Enable

|Currently Disabled: Select to Enable

FIGURE 4.3 E-Sign Step indicating ‘In Use’ field

Signer Email Address

Signature Fields

Signer Template
Final Copy Template
Decline Template

Opt Out Template

| Email

= SignatureofParent

Email
FirstName

LastName

SignatureofParent

Common - In

Common

Common

FIGURE 4.4 E-Sign Step indicating ‘Common’ field

The E-Sign actor allows optional email templates to be selected, which will be sent to the Signer Recipient based on
the actions they select on the form.
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>  Final Copy Template—This template sends an email with a link to the signed form and provides final instructions
to the Signer Recipient after they sign the form.

> Decline Template—This template sends an email to the Signer Recipient after they decline signing, letting them
know the package was declined and providing information about what the decline entails.

> Opt Out Template—This template sends an email to the Signer Recipient after he/she opts out of signing, letting
them know the package was opted out and providing information about what opting out entails.

More information about email templates can be found in section 5 of this document.

ENFORCE PACKAGE REVIEW | Administrator users can enforce package review using the required fields on any decision
actor. This option can be configured on any actor step in the workflow designer, including a person, group, role,
broadcast, or conditional actor. This option will ensure that required fields are completed by the appropriate person
at the appropriate step in the workflow. This setting will default to true for any newly added Actor step.

ENABLE REFER | Administrator users have the option to allow or deny users the ability to refer a package at a specific
actor step in a workflow. This option can be configured on any actor step in the workflow designer, including a person,
group, role, broadcast, or conditional actor. This setting will default to Enabled for any newly added Actor step.

ENABLE RETURN TO PREVIOUS | Administrator users have the option to allow or deny users the ability to return a
package to a previous step in a workflow. This option can be configured on any actor step in the workflow designer,
including a person, group, role, broadcast, or conditional actor. This setting will default to Enabled for any newly added
Actor step.

ENABLE UPLOADING ATTACHMENTS | Administrator users have the option to allow or deny users the ability to upload
new attachments to the package item. This option can be configured on any actor step in the workflow designer,
including a person, group, role, broadcast, or conditional actor.

ACTOR NOT FOUND | When a user, group, or role is deleted from Security but was assigned to a step in the workflow,
an exclamation indicator appears on the Designer tab and the Actor step. The Actor Step will also display ‘Actor not
found’ on the tooltip and within the Step configuration.

Group Actor Configuration

Properties  Notify  Filter By = Reminders = User Directed Routing = Active Packages

Group (Must have sn assigned actor) (Actor | Select... |
Not Found)

Step Name ‘Unass\gnedGrOup |

Step Code  UnassignedGroup EDIT
Enforce Package Review (@
Enable Refer @
Enable Return to Previous (@

Enable Uploading Attachments (@

Location (x, y) ‘147 ‘ ‘176

Packages in Error: 0 REPROCESS

SAVE CANCEL

FIGURE 4.5 ‘Actor Not Found’ Warning

4.4

Activities Defined

Activities are actions that may be taken on the Document/Form Packages processed in the Workflow. As with Actors,
they are dragged and dropped onto the Designer Workspace.
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Activities

FIGURE 4.6 Flow Activities

ACCUMULATE | This activity is used to “accumulate” multiple items to be combined and routed as a single package
once the accumulation parameters are satisfied. This activity is often used for the onboarding process. Example: An
Accumulation Activity will be configured to accumulate the originator W-4, Personnel Action Form, Direct Deposit
Form, etc., based on the Employee ID, effectively making these forms route as one package to avoid receiving multiple
forms in separate packages (all forms are then routed together). Once all forms are accumulated, the new form
package will be routed to the next actor/activity containing all completed onboarding forms.

SEND EMAIL | This activity will email a single email address. The email template and recipient’s email addresses will
need to be configured. For multiple recipients, add multiple “Send Email” activities.

DATA EXPORT | This activity can be used to export data from a form to an integrated table. This process is often used
for reporting. The table integration will need to be configured, and the desired form inputs will have to be marked as
“key fields” in the Forms Settings for the data-export activity to write the form input values to the designated table.
Each new form that passes through this activity in a Workflow will write a new row to this table - all key field values
will be exported to the table as columns in that form’s row. The IDs of the key fields will need to match the table's
column names.

NOTE | If an export is configured to an End Step, the system will automatically create a folder if one does not already
exist. This will avoid the need for administrators to create a folder manually.

NOTE | Web Sources with an Action Type of “Edit” can be used for Data Exports and can be selected from the
Integration Mapping drop-down.

UPDATE FIELD | Used in routing a Content document, which updates a specified field value. Unused in the routing of
forms.

SPLIT | This activity duplicates the package, allowing it to be routed to multiple actors/activities simultaneously.
NOTE | This activity is not intended for collaborative editing.

JOIN | This activity combines packages previously split into one package. For routing to execute successfully, the
number of split packages must equal the number of packages being routed into the join.

END | Ends the Workflow activity and can be configured to export the package and a key field document. The
Document Type name field is required when configuring an end step; without a name, the workflow cannot be saved.

NOTE | An error message will display whenever a form or document type assigned to the current workflow is removed
or missing. This can occur for any of the above activities.
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45 Connectors Defined
Connectors are the lines between Actors and Activities that determine the order and direction of the Workflow.
Connectors are created by dragging and dropping from one Actor/Activity to another. Multiple Connectors can
originate from the same Actor/Activity. Navigation Rules determine the Connector the package uses when multiple
Connectors are used.
(]
- 3—l
[
al o
A 4
FIGURE 4.7 Connectors
APPROVE/SUBMIT CONNECTOR | To create a Connector between two Actors/Activities when a package is Submitted
or Approved, click and drag from the @ icon to the desired Actor/Activity.
NOTE | Referral recipients only have the option to Approve a package.
DECLINE CONNECTOR | To create a Connector between two Actors/Activities when a package is Declined, click and
drag from the & icon to the desired Actor/Activity.
NAVIGATION RULE | Navigation Rules are used to select a Connector based on the configured criteria. Navigation Rules
can be set up based on Key Fields or Actor Attributes. Navigation Rules are accessed by clicking the settings cog of a
Connector. A small lever icon will indicate any Connector with a Navigation Rule.
-
Administrat
-3
a3
Joe User
FIGURE 4.8 Navigation Rule Indicator
ACTIVE PACKAGES SEARCH | Administrators can search for packages at a step within workflow design.
4.6 Create, Assign and Configure
46.1  General Settings of Workflow

NAME | The Workflow is given a unique, descriptive name that can easily be distinguished.
DESCRIPTION | The description is a high-level description of the Workflow and its purpose.

DEPARTMENT | Use this field to assign the Department with administrative privileges for this Workflow. If department
access has not been granted, leave Unassigned.

FFFECTIVE DATE | The date that the Workflow will be put into production.
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4.6.2

TEMPLATE STATUS | The current state of the Workflow.

> In Development - The current Workflow Administrator is developing. (This is the default setting of a template
status)

> Active - Active Workflow: all new documents will be processed, and the Workflow is not editable.

> Suspended - When the Workflow needs to be edited or is no longer in use. Any active packages that are in the
workflow will continue to be routed.

SEND NOTIFICATION FOR LATE PACKAGES | This toggle can be used to turn on or off package notification monitoring.
When toggled on, the indicated user will receive an email if a package has not been completely processed during the
specified time frame.

NOTIFICATION EMAIL ADDRESS | The Email address that will receive the notification email when a package is active in
the workflow longer than the specified time frame.

NOTIFY AFTER HOW MANY HOURS | Indicate the number of hours that will pass before the system sends the notification
email.

DELETE INSTANCES | When a Workflow is active and has items routing, the total number will be "In Progress Workflow
Instances." An administrator can "DELETE INSTANCES," which will delete ALL instances inside the Workflow.

IMPORTANT TO NOTE | This should only be used during testing.

COPY WORKFLOW | Workflows can be copied to a new workflow within a single environment. When selected, a pop-
up prompts the user to input a name that must be unique from all other workflows. The workflow details can then be
modified to accommodate the new workflow business processes.

etfieve | cenTrAL OO n

|f| Back
— Workflow Name (Name is required)

x General Settings Workflow Name

Workflow Description

Workflow Description

Department: |Unassigned v

Effective Date From Workflow Template Status

October 8, 2024

In Progress Workflow Instances: 0

PURGE INSTANCES

COPY WORKFLOW

FIGURE 4.9 General Settings

Reminders
Allows a Workflow Administrator to indicate the Workflow and Step level Reminders associated with this Workflow.

Workflow-level Reminders will send one email to a specified user or users when a package has been in process for a
certain amount of time. Step-level Reminders are used to send emails as a reminder to a user or multiple users who
belong to a Group/Role after a package has been in the user(s) inbox for a certain amount of time. That time is
configured in the Workflow Designer Admin.

NOTE | Workflow and step-level Reminders, enabled or disabled, are separate processes from the emails sent to users
if the Notify tab is configured to send an email. Emails sent when a package moves through a workflow are not
dependent upon Reminders being set up. Reminders are generally used to send messages if items have been sitting
in inboxes too long.
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etfieve | CENTRAL #H O B

[Z\ Back Workflow Level Reminders [ ¢

¥ General Settings

Workflow Admin Email Address (Email Address is required)
@ Reminders 1 .
example@domain.com

\3 Assignment Rules

Notify Admin After (Notification time is required)

&) Package Name Rules 0 Days = 0 Hours

& Privileges
Step Level Reminders (
&\ Designer

H Save

Apply To In-Process Packages APPLY

Please save changes to Workflow before Applying to in-Process workflows
Notify Users After (Initial email time is required)

0 Days 0 Hours

Repeat Email Every (Setting to 0 days and hours will disable recurring emails)

0 Days 0 Hours

FIGURE 4.10 Reminders

WORKFLOW LEVEL | Workflow-level Reminders are enabled and disabled using the corresponding On/Off toggle
switch. If enabled, pending notifications for the packages in the workflow will be checked at the top of each hour. Once
any notification date passes the current date and time, a notification email will be generated and sent out. If disabled,
any pending notifications will not be sent out. Also, notifications will not be created for packages generated with
Reminders disabled, even if Reminders are then enabled later.

> Workflow Admin Email Address — This is the email address for the administrator who will receive the reminder
email. Multiple emails can be entered here, separated by semicolons.

> Days and Hours | Numerical Inputs—Together, these inputs determine how long it takes for a workflow-level
Reminder to be sent to the Admin.

Workflow Level Reminders [ @

Workflow Admin Email Address

Example@domain.com

Notify Admin After
4 Days 4] Hours

FIGURE 4.11 Workflow Level Reminders

For example, the Days input has been set to 4 and the Hours input to 6. The admin email is set to
Example@domain.com. A form is submitted to kick off the workflow on February 15" at 9:30 AM. If the package has
not been submitted to the End Step by February 19" at 3:30 P.M., then Example@domain.com will receive a reminder
email around 4:00 P.M. that day.

STEP LEVEL | Step-level Reminders are enabled and disabled using the corresponding On/Off toggle switch. If enabled,
pending notifications for the step will be checked at the top of each hour. Once any notification date passes the current
date and time and is in a step with “Enable Reminder Notification” turned on, notification emails will be generated
and sent out. If disabled, any pending notifications will not be sent out. Also, notifications will not be created for
packages generated with Reminders disabled, even if Reminders are enabled later. Finally, turning this switch off will
disable the On/Off switch in the Reminder Configurations for each actor step.

Etrieve Flow Administrator Guide | 21



> Apply to In-Process Packages—If step-level Reminders are turned on, this button allows the user to apply
notifications to existing Task Queues. Itis only enabled after all changes have been saved to the workflow.

> Notify Users After | Numerical Inputs—Together, these inputs determine how long it will take for the first reminder
email to be sent after a package lands in a user’s inbox.

>  Repeat Email Every | Numerical Inputs - Together, these inputs determine how often reminder emails will be sent
to a user for a package sitting in their inbox.

Step Level Reminders [ @

Apply To In-Process Packages APPLY

Please save changes to Workflow before Applying to in-Process workflows
Motify Users After

3 Days 0 Hours

Repeat Email Every
2 Days 12 Hours

FIGURE 4.12 Step-Level Reminders

4.6.2  Assignment Rules

Indicate the forms and/or document types that will be associated with this Workflow. To select a new item, click on
the 'Available' radio button.

SEARCH | Use search to locate a particular form or Document Type by typing in the Search Bar.

FILTER BY | Afilter can be applied by selecting one of the options:

> All
»  Document Types
> Forms

DELETE | The delete function will remove the step properties associated to a given workflow assignment from the step.
When removing an Assignment Rule, the system will display a confirmation box if the Assignment Rule is a part of any
step’s properties.

[ : Back

Item Selection
General SettTngs Select the item(s) for this workflow

Transcript

Filter By: | Document Type ¥ Associated O Available ®

O FAO Federal Tax Transcript-Parent

Reminders

)

Assignment Rules

Pz e [J FAO Federal Tax Transcript-Student

Privileges [J REG Grad Eval Transcript

[ TR Official College Transcript

Designer

[ TR Official Final HS Transcript
Save

[J TR Unofficial College Transcript

FIGURE 4.13 Assignment Rules
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463  Package Name Rules

A package name is a naming convention associated with a given Workflow. There are three options for naming
conventions of the Workflow:

DEFAULT | The system will automatically label the Package Name using the Name of the Workflow established in
General Settings.

Back Package Name Template

HR - Leave Request Submission Package

General Settings

Package Name Configuration

Reminders Default ® Custom O

Assignment Rules

ﬁ Package Name Rules
Privileges

."\. Designer

ﬂ Save

FIGURE 4.14 Package Name Template | Default

CUSTOM | Selecting "Custom” will allow you to type your Package Name instead of the Default. Clicking inside the box
will list the available key fields or inputs you can use with the words you type. This can provide originator information
as searchable items in the inbox.

If a Content document type was selected in the assignment rules, the key fields will be available to use. If a central
form is selected in the assignment rules, the selected input fields will be available to use. If multiple documents or
forms are associated with the Workflow, the key field codes/input field 1Ds that all share the same name will appear
in the drop-down with the label "common."

| Back Package Name Template

% General Settings Static Text + [Keyfield]
Package Name Configuration

(" Reminders Default O Custom @

Select Keyfield

ype static text or keyfield name -

Assignment Rules

ﬁ Package Name Rules

&y Privileges approvedBy common
&N Designer details__0__dateAbsence common
details_ 0__notes common

ﬂ Save

details_0_ reason common

Antaile 0 _eihEirethlama common_ "

FIGURE 4.15 Package Name Template | Custom

ITEM TYPE NAME | Selecting “Item Type Name” will allow you to select a form name for a submitted form or document
type name for a submitted Content document to use as a Package Name.
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4.6.4

[¢) Back Package Name Template

x General Settings Static Text + [Keyfield]
Package Name Configuration

Reminders

Default O Custom @

Assignment Rules [ Type static text or keyfield name... .1
ﬁ Package Name Rules onginatorempioyeei oo
’:‘_1‘ Privileges originatorFirstName common
originatorLastName common
A Designer
originatorMiddlieName common
"
H Save Select Doc Type/Form Name

Item Type Name

FIGURE 4.16 Package Name Template | Item Type Name

etfieve | CENTRAL
Flow
Inbox X
6
L4 Inbox >
[ Q search Inbox }
P Activity
Forms
Packages
f Forms
JKP Test Content Workfl... a 2/7/24 N
N Jason Pfashler
Drafts .
JKP Test Form Emails Pa... a 8/1/23 >
Anonymous User
Self-Service )
Special Enrollment Requ... & 9/1/21 >
Robert Gunning
£ My Documents >

Special Enrollment Request: Robert Gunning - 366

Robert Gunning

test 6/9/21
Matthew Test Broughton

SP Daocument WF Packa... BWOJ'ZB;'ZD
Sue Pittman (Local)

>

>

FIGURE 4.17 Central Inbox | Display of Packages

If ltem Type Name is part of the naming options for the Package Name Rules, Accumulate will use the Workflow Name
if Default is selected on Accumulate and a custom name is selected for the Package Name Rules. When Package Name
Rules do not contain Item Type Name as part of the naming options when a customized name is set, Accumulate will
use what is defined on Package Name Rules when the default option is selected for that step.

Privileges

Department users can manage the packages directly related to their department’s workflows without being given
Workflow Admin Privileges in Etrieve Security. To allow this access, the user must have the “Access Etrieve Flow”
privilege, and at least one Workflow must be selected to be managed, as found in the Workflow Privileges section in
Security. The permissions page of a Workflow with an assignment is shown in Figure 4.2 below.
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etfieve | CENTRAL

Back Privileges

General Settings Monitor Package
Select Users/Roles to allow Workflow Monitor operations (search,

Reminders move, reassign) for the selected workflow

‘3 Assignment Rules
2 [ Search User / Role N

&) Package Name Rules

& Privileges

& Designer

H Save

FIGURE 4.18 Workflow Privileges
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Etrieve Workflow Monitor

5.1 Workflow Monitor

Once a workflow moves to production and becomes live, administrators can monitor the status of a workflow and
adjust the current workflow’s actor or move a workflow package to a different step in the process. This is useful in
troubleshooting a stuck package, assisting when a team member is out of the office, or assisting with internal

organization changes. Monitoring workflows is a feature available from the settings menu in Etrieve Central. You can
select “Monitor,” as illustrated below.

etfieve | cznTRAL
Flow Forms Connect
@ KO ] a
o’\ X 4 ok
Workflows Farms Sources

b
w

Flow Settings Groups Connections

%

— O,
<8 [24 Q50
| — I OOO

Email Templates CSP Violations Ethos

=

Monitor

FIGURE 5.1 Etrieve Flow | Monitor
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etfieve| CENTRAL #H O@ o

Workflow Monitor

W Package v [ Q,  search for a process by Package Name

Display :.E

FIGURE 5.2 Workflow Monitor Page

Searching for a Package

No packages are listed when a user first enters the Monitor feature, as seen in Figure 4.3. To find workflows, the user
enters the workflow name into the search bar at the top of the page. The workflow must be ‘active’ to appear in the
results, which will appear as illustrated below in Figure 4.4.

etfieve | CENTRAL # OO 2

Workflow Monitor

L G J
Az ospey| em

Name Status Workflow Workflow ... Current St... Time at C... Time in W... Date Wor... Date Pack... Assigned ... Errar Mes... Locked By Actor Filter
AH workflow... In Progress AH workflow... Alexander H... 3 weeks, 1day 1menth, 2 ... 08-22-2024, ... 09-16-2024, ... Jason Pfaehler Jason Pfaehler

AH workflow... In Progress AH workflow... Alexander H... 1 month, 0 ... 1menth, 2 ... 08-22-2024, ... 09-06-2024, ... Alexander H... Alexander H...

AH workflow... In Progress AH workflow... Alexander H... 1month, 3 ... 2 months, 3 ... 07-12-2024, ... 08-16-2024, ... Alexander H... Alexander H...

AH workflow... In Progress AH workflow... Alexander H... 2 months, 3 ... 2 months, 3 .. 07-12-2024, ... 07-12-2024, ... Alexander H... Alexander H...

AH workflow... In Progress AH workflow... Alexander H... 3 months, 0.... 3 months, 1. 06-27-2024, ... 07-03-2024, ... Wyatt Puckett Unlocked

AH workflow... In Progress AH workflow... Alexander H... 3 months, 1... 3 months, 1. 06-27-2024, ... 06-27-2024, ... Wyatt Puckett Unlocked

akde wfl Pack... In Progress akde wfl Step 1 - akk ... 2 months, 0... 2 months, 0 ... 08-02-2024, ... 08-02-2024, ... akic gl Arvind Krish...

BC ESign Wo... In Progress BC ESign Wo... ESign 3 months, 1... 3 months, 1. 06-25-2024, ... 06-25-2024, ... bcheasofido... Unlocked

FIGURE 5.3 Monitoring Package Search Results

etfieve | CENTRAL

Workflow Monitor

W Package * [Q a ]

o Yser/Group/Rale

Name Workflow Workflow ... Current St... Time at C... Time in W... Date Wor...

A works dw Workflow AH workflow... AlexanderH.. | 3weeks, 1day | 1 menth, 2 .. 08-22-2024, ..
B Submission Date

AH workf AH workflow... Alexander H.. 1 month, 0 ... 1 month, 2 . 05-22-2024, .
By Package ltem

AH workfle — AH workflow... Alexander H.. 1 month, 3 .. 2 months, 3 . 07-12-2024, .

FIGURE 5.4 Search Field Options
Asillustrated above, users can search by a variety of different fields, including:

» Package - searches for package name
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53

>  User/Group/Role - searches for user, group, or role name

>  Workflow - searches for workflow name

> Submission Date - searches for the date the package was submitted

> Package Item - searches for package item name

Filtering Search Results

When searching for packages in the Monitor feature, there are a few filters that the user can utilize to narrow the
search results further. The search drop-down can be found as seen in the following figure:

o, o
etrieve | CENTRAL

Workflow Monitor

& Package w [Q 4

Batch Actions v

MName Status Workflow Workflow ... Current St

FIGURE 5.5 Filters Drop-down

2 oo
etrieve | CENTRAL

Workflow Monitor

@ Package % [Q a
[Fiters ~ ] [ eatch Actions |
Package Status E] In Progress E] In Error
Workflow [ Select the workflow name to filter results N l

Workflow Step

Assigned To [ Select an actor name to filter results
Active Between From: x To: x
Time At Current Step Greater than or equal to v || Number Hours v

FIGURE 5.6 Filter Options

As shown above, users can filter by:

» Package Status - In Error and/or In Process packages

»  Workflow Name - if the Search By option is not Workflow Name

> Workflow Step - available after Workflow Name is selected in the Filter options

> Assigned To - if the Search By option is not Assigned To

> Active Between - packages with activity between the two user-provided dates

]
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54

» Time At Current Step - packages with a user-determined amount of time at their current step

Refreshing Search Results

Once a search has been conducted and results are displayed or no results have been found, the user can refresh the

current search to return any updated information in the results list by clicking the Refresh button. Any filters
previously utilized by the user remain in effect.

etfieve | CENTRAL H OO 0

Workflow Monitor

@ Package v [Q 4 ] [ Refresh ]
s~ e

Name Status Workflow Workflow .. Current St.. Time at C... TimeinW.. | Date Wor... Date Pack.. | Assigned .. Error Mes. Locked By Actor Filter

AHworkflow... | In Progress AH WOTKTOW... AlxangerH. | 3weeks, 103y | 1montn, 2. 08-22-2024,.. | 09-16-2024 .. | lJason Praenier Jason Pragnler

AH WOTKTOW... 1 month, 2 . Alexanger Ho Alexanger H.,

Alexanger Ho,

AH workflew... | In Progress 1month, 0. 09-06-2024, ..

AHworkflow... | In Progress AH workflow... 1month, 3 2months, 3. 08-16-2024, Alexander H... Alexanger H.

AH workflow.. | In Progress AH workflow... 2months, 3. | Zmonths, 3. 07-12-2024, .. | Alexander Ho. Alexander H...

AH workflow... 3months, 0., | 3months, 1. | 06-27-20.

AHworkflow.. | In Progress 07-03-2024,.. | Wyatt Puckett Unlocked

AHworkflew... | In Progress AH workflow... 3months, 1. | Imonths, 1. | 06 24,.. | Wiyatt Puckett Unlocked

kK W1 Pack..

BC ESign Wo...

In Progress akkwil 2months, 0. | 2montns, 0. 24, | akicgl Arvind Krish..

n Progress BC ESign Wo... ESign 3 months, 1 3 months, 1. beheasoftdo. Unlocked

06-25-2024, .. | 06-25-2024,

FIGURE 5.7 Workflow Monitor Refresh Button

Search Results View

Searching a keyword will return a list displayed in the search area. The information on each workflow includes:

1

O© o ~N O U A~ W N

o
N = O

NAME | The name of the package.

STATUS | The current status of the workflow — In Progress / In Error.

WORKFLOW | The name of the workflow.

WORKFLOW DESCRIPTION | The description of the workflow.

CURRENT STEP | The current step at which the workflow is waiting.

TIME AT CURRENT STEP | The amount of time the workflow has been at the current step in the flow.
TIME IN WORKFLOW | The amount of time the workflow has been active for the package.

DATE WORKFLOW STARTED | The date the package’s initial submission occurred, and it entered the workflow.
DATE PACKAGE STARTED | The date at which the package was started.

ASSIGNED TO | The user that must take action before the workflow can proceed.

ERROR MESSAGES | Any error messages if the workflow is in “In Error” status.

LOCKED BY | If any user has locked the workflow, the user’s name appears here. If the workflow is not locked,
the section will instead read “Unlocked.”

As illustrated below, the user clicks on an individual row on the page, and a preview with further details and actions
appears at the bottom of the page. The additional information also shows a preview of the workflow and an overview

of any

items attached to the package.
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etfieve | CENTRAL

[<] Workflow Monitor

Date Pack...

23-2024,..

02-29-2024, ..

@ Package ~ [Q ikp
Filters Batch Actions v
Name status workflow Workflow .. | Currentst.. | TimeatC. Timein W.. | Date Wor...
JKP Accuml.. IKP - Accum.. Accumulate 4months, 2. | 4months, 2. | 05-23
m
JKP §ig Wor.. | _In Progress IKP Sig Wor.. | KIP ESign Tmonths, .| 7 months, 1.
Details

Package Details v Workflow details

Name + JKP Anon Workflow Test Package

Status : In Progress

Workfiow + JKP Anon Workfiow Test

Description + httpsy/mbetauthcentralsoftdocsdev.cloud?

isAnonymous=true#form/11518

Current Step : HR Demo

Time 2t Step : 4 months, 2 weeks
Time in Workflow + 4 months, 2 weeks

Workflow Started i 05-21-2024, 11:36 am HR Del
Package Started i 05-21-2024,4:41 pm

Assigned To : HR Demo

Error Messages 8

Locked By + Marcos Rodriguez

Actor Filter

Package Actions v

Unlock Package
Move Package

Reset Actor Filte

Disabled: No filter was set.
Package Attachments v
Attached By

Name Date Uploaded

P
StanD_L é H;O_L

End

-

o =

111
pi4

Display :.E

Actor Filter

-

Assigned ... | Error Mes.. Locked By

Package reg.. | Unlocked

Jason@pfae... Unlocked

FIGURE 5.8 Monitor Package Detail View

The user can change how search results are displayed on this page so that the list appears on the left side and the
preview appears on the right. To access the alternate view, select the toggle display icon. This alternate view can be

seen in the following figure.

etfieve | CENTRAL

Workflow Monitor

W Package ~ [Q jkp
Filters ~ Batch Actions v
Name Status Workflow Workflow ... | CurrentSt.. | TimeatC.. Time in W... Date Wor... Date Pack...
JKP Accumul In Error IKP - Accurn. Accumulate amonths, 2. | 4montns, 2. | 05-23-2024, 05.23-202¢,
K fnon e Anen W
JKP 5g Wor.. | _In Progress JKPSig War.. | KIP Esign Tmonths, 1. | 7months 1. | 02292024 .. | 02-29-2024 ..
Details

Workflow details

>
T L

HR Demo

Package Details v

Name + JKP Anon Workflow Test Package
Status + In Progress

Workflow + JKP Anon Workfiow Test

Description * https://mbetauthcentral softdocsdev.cloud?

isAnonymous=true#form/11518
Current Step : HR Demo
: 4 months, 2 weeks
: 4 months, 2 weeks
21-2024, 11:36 am

Time 2t Step
Time in Workfiow
Workflow Started

Package Started 1 05-21-2024,
Assigned To : HR Demo

Error Messages: :

Locked By : Marcos Rodriguez
Actor Filter

Package Actions v

Unlock Package
Move Package

Reset Actor Filte

Disabled: No filter was set.
Package Attachments v
Attached By

Mame Date Uploaded

End

s
# @ W
Displ
Assigned ... Error Mes... Locked By ActorFilter |
Packagereq.. | Uniocked

-

Unlocked

Jasen@pfae..

FIGURE 5.9 Monitor Package Detail Alternate View
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55 Individual Actions in Package Details
In the section of the page containing the details for the selected package, users can select the following actions:
1 UNLOCK PACKAGE | This action allows the Workflow Administrator to unlock users' packages.

A message will let the user know the Unlock was successful. When a package is not locked by a user or on a non-
actor step, the Unlock Package button will be disabled.

. P P
etrieve | CENTRAL H OO %
Workflow Monitor
® e (A J
Filters Batch Actions v Disoiay | 20 EEE]
Name Status workflow Workflow .. | CurentSt.. | TimeatC.. | TimeinW.. | DateWor.. | DatePack.. | Assigned.. | ErrorMes.. | Locked By Actor Filter
JKP Accumul... In Error JKP - Accum. Accumulate 4 months, 2 4 months, 2 05-23-2024, . 05-23-2024, Package req... Unlocked
JKP Anon W. In Progress JKP Anon W.. httpsy/mbet. HR Demo 4 months, 2 4 months, 2 5-21-2024, HR Demo Marces Rodr.
JKP Sig Wor.. | _In Progress JKP Sig Wor.. | KIP ESign 7 months, 1. | 7montns 1. | 0220-2024,.. | 02-29-2024 . | jason@piae.. Unlocked e
Details
Package Details v Workflow details
Name * JKP Anon Workflow Test Package
Status : In Progress
Workflow + IKP Ancn Workfiow Test
Description : htipsyfmbetauthcentral softdocsdev.cloud? D
isAnonymous=true#form /11518
Current Step : HR Demo Start 9
Time at Step : 4 months, 2 weeks
Time in Workfiow : ﬁ a
Workflow Started - 112 HR Demo
Package Started : -2024, 4
Assigned To
Error Messages 8 End
Locked By : Marcos Rodriguez
Actor Filter H
Package Actions v
I Unlock Package I
Move Package
Disabled: Mo filter wos set.
Package Attachments v
Name Date Uploaded Attached By o=

FIGURE 5.10 Unlock Package | Disabled

2 MOVE PACKAGE | This action allows the user to change which step the workflow for the selected package is
currently in. Only unlocked packages may be moved.

When selected, the user is prompted to input the step to move the package and indicate a reason for moving it.
The information that must be filled out includes selecting which step in the appropriate workflow to move the
package to and a reason for the move. Then, the user selects “Move,” and the package is moved to the selected
step.
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Select a step to move the package(s) to

Select a Step to move to hd

Select a reason for moving the package
O Package(s) Incorrectly Routed

O User Out of Office

O Package(s) Stuck

O Inadvertently Sent

O Other

MOVE CANCEL

FIGURE 5.11 Move Package Action Overlay

If the package selected has a flow with a step UDR (User Direct Routing) Drilldown enabled, the Workflow Monitor
can detect if the useris moving the package to that step. When this occurs, the “Move” action will display a toggle
to allow the Administrator the ability to assign the package directly to the Group/Role step based on the step or
select from the list of Users within the UDR list based on the Group/Role step when the Drilldown is enabled.

Select a step to move the package(s) to

| -
| Human Resources Supervisor >,

Move with User Directed Routing

Select a reason for moving the package
) Package(s) Incorrectly Routed
2 User Out of Office
Package(s) Stuck
J Inadvertently Sent

D Other

MOVE CANCEL

FIGURE 5.12 Move Package action with User Directed Routing (unselected)
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Select a step to move the package(s) to

‘ Human Resources Supervisor V‘

@ Move with User Directed Routing

Users in Human Resources Supervisor

O Pat Administrator

Select a reason for moving the package
O Package(s) Incorrectly Routed
O User Out of Office

v

O Package(s) Stuck

MOVE CANCEL

FIGURE 5.13 Move Package action with User Directed Routing (selected)

If the package selected is within a workflow that has an E-Sign step, then validations will occur to ensure the form has
all the information needed to move the package, as well as update particular form fields based on where the package
is moved. The following are some validations and behaviors that will occur when an E-Sign package is moved:

> Ane-sign package cannot be moved to an E-Sign step if the field housing the email address does not have a valid
email address. When this occurs, the package can be moved backward in the workflow to a non-E-Sign actor step,
Start Step, or use Reassign to allow the email address field to be updated on the form.

» When an E-Sign package is moved to or before an E-Sign step in the workflow, all fields used to capture signatures
for subsequent steps E-Sign steps will be cleared to allow new signatures to be obtained.

>  When an E-Sign package is moved to or after an E-Sign step, then only the fields used signatures at that current

E-Sign step will be cleared.

> Any prior links that were sent to the Signer Recipient will be invalid after the package has been moved.

You are moving a package to an E-Sign
step or moving a package prior to an E-

Sign step. If you proceed with moving, any
E-Sign signatures obtained on or after the
step will be removed.

Select a step to move the package(s) to

[ Start V]

Select a reason for moving the package
O Package(s) Incorrectly Routed

O User Out of Office

O Package(s) Stuck

O Inadvertently Sent

O Other

MOVE CANCEL

FIGURE 5.14 Warning message displayed when moving an E-Sign package
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REASSIGN ACTOR | This action allows the user to reassign the package to another user to complete the action
needed for the current workflow step.

When selected, the user will be prompted to select a User/Group/Role to assign the package and indicate a reason for
the package move. This information must be completed before reassignment can occur. Then, the user selects the
“Reassign” button, and the package is reassigned.

Select a User/Group/Role to assign the package(s)
to

Cala 21 A r o reaccian to -

Select a reason for Reassigning the package(s)
O Package(s) Incorrectly Routed

O User Out of Office
O Package(s) Stuck
O Inadvertently Sent

O Other

REASSIGN CANCEL

FIGURE 5.15 Reassign Actor Action Overlay

When reassigning a package that resides on an E-Sign step, Workflow Monitor will allow the administrator to type in
an email address for the package. This will be used to send the form to the Signer Recipient designated by that email
address and update the package history. Any links to the form in the email sent to the prior Signer Recipient for this E-
Sign step will be invalid after reassigning. A warning will display if the email address entered is invalid (does not follow
a standard email structure).

Enter email address to assign the package to

I]E-wail address of the intended signer ]

Select a reason for Reassigning the package(s)
O Incorrect/Invalid Email

O Different Signer Needed
O Other

REASSIGN CANCEL

FIGURE 5.16 Reassigning to E-Sign Signer Recipient

RESET ACTOR FILTER | A user can take an individual action on a package with an Actor Filter. When selecting the
“Reset Actor Filter,” a user is allowed to change an incorrect actor filter. The user will be prompted to provide which
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filter to reset and a reason for the reset. If no actor filter was set in the Workflow, the Reset Actor Filter button will be
deactivated, and the user cannot select it as an action.

Select a filter to reset to

Select actor filter v

Select a reason for reseting the filter
O Incorrect Custom Property
Assigned/Selected

O Missing Custom Property for User

RESET CANCEL

FIGURE 5.17 Reset Actor Filter Overlay

5 INACTIVE WORKFLOW ACTIONS | When a Workflow is inactive, individual actions such as reassigning and moving
can still be performed.

4.6 Batch Actions

At the top of the page, above search results, there is a dropdown menu that allows users to reassign multiple
workflows at once. When the user selects the dropdown, checkboxes prompt them to select which packages to

reassign.

etfieve | CENTRAL

Workflow Monitor

) Package +|Q i ]
Filters v Batch Actions v |

FIGURE 5.18 Batch Actions Dropdown
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etfieve | CENTRAL
Workflow Monitor
& Package ~ [Q a ]
Filters w Select one or more of the packages below to Move: O selected
Name Status Workfl... Workfl... Curre... Time .. Time i... Date .. Date P... Assign... Error .. Lock
= = I e S e =S .
D DEMO -... In Error _DEMO .., Approve... 3 weeks,.. 3 month... 06-28-2... 09-11-2... We have... Unloy
D DEMO -... In Error _DEMQO ... Approve... 3 weeks.... 3 month... 06-10-2... 09-11-2... We have... Unlog
D DEMO -... In Progr... _DEMQ ... Depart... 2 month... 2 month... Q7-16-2... 08-06-2... Erika Yu... Erika
D DEMO -... In Progr... _DEMQ ... Depart... 2 month... 4 month... 05-29-2.. 08-02-2... Clinton ... Clintd
D DEMO -... In Progr... _DEMQ ... Depart... 2 month... 3 month... 07-08-2... 07-28-2... Lena Ma... Lena
D DEMO -... In Progr... _DEMQ ... Depart... 2 menth... 2 month.., 07-28-2.. 07-28-2... FLOW-D... Davic
Details
Package Actions v @
Department
Unlock Package | Disabled: Package is unlocked. B Di
Reassign Actor | Disabled: Currently at non-actor step.
Reset Actor Filter | Disabled: No filter was set.
Package Attachments v

FIGURE 5.19 Batch Actions Multiple Package Selection

Then, the user selects “Reassign Selected,” they will be prompted to choose which user to reassign the packages to

and the reason for the reassignment. The available reasons include:

> Package(s) Incorrectly Routed
> User Out of Office

> Package(s) Stuck

> Inadvertently Sent

> Other - a textbox to explain the reason for reassignment
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Select a User/Group/Role to assign the package(s)
to

Sele an 3 r to reassign to v

Select a reason for Reassigning the package(s)
O Package(s) Incorrectly Routed

O User Out of Office
O Package(s) Stuck
O Inadvertently Sent

O Other

REASSIGN CANCEL

FIGURE 5.20 Batch Action Reassignment Overlay

When the user selects “Reassign,” the selected packages will be reassigned to the selected actor. During reassignment,
there will be an indication that the Users or Groups are not included in the User or Group permissions assigned to the
current Step. This indicator identifies the newly assigned users or groups that fall outside of the user/group
permissions based on permissions configured for the workflow step.

By utilizing the search results filtering feature, users can move one or more packages—through batch actions—from
the list of results within a single workflow to a different step of the same workflow.

When a package is moved to a Group step with UDR with drill-down enabled, it is reassigned to the Group; this is the
only circumstance in which the package is reassigned outside of the step’s execution rules. In all other cases, the step’s
execution rules will occur when the package is moved.

Moving a split package will locate split packages, delete them, and create a new one for the step to which the package
has been moved.

There are limitations to the ability of users to move a single package or multiple packages. The “move” action cannot
occurif the current step of the package does not have an Actor. Additionally, users cannot move a Content document
to a Start Step. Packages with multiple originators who have submitted documents separately cannot be moved.
Finally, packages cannot be moved if their workflow is inactive.
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Ftrieve Email Templates

6.1 Email Templates
Email Templates allow Central Administrators to create, modify, and delete custom email templates that integrate
into Workflow notifications.

Email Templates are a feature available from the settings menu in Etrieve Central. Select “Email Templates,” as
illustrated below.

etfieve | cenTRAL e %
Flow Forms Connect Reports
& o I
Fav g [
Workflows Sources Reports

D)
v

%

Flow Settings Groups Connections

o EL 080

| — I OOO
Email Templates CSP Violations Ethos

=

Monitor

FIGURE 6.1 Email Template menu item

The page for Email Templates appears as shown below, with a list of all the currently created email templates
organized by name.
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etfieve | CEnTRAL

Email Templates

ADD NEW TEMPLATE

D

E
ESign_Declined
ESign_Final_Copy
ESign_Opted_Out
ESign_Signer

F
FlowNotification

0]

<

OriginatorNotification_CurrentStepA..
OriginatorNotification_CurrentStepA..
OriginatorNotification_PreviousStep..

OriginatorNotification_PreviousStep..

EDIT

OriginatorNotification_Processed

OriginatorNotification_ProcessedWit..

OriginatorNotification_Received

PackagePastDueNotice

ReceiptNotification

TaskQueuePastDueNoticeNonPerso...

TaskQueuePastDueNoticeNonPerso...

TaskQueuePastDueNoticePersonActor

ThirdPartyNotificationWithComments

# 0 =

Search Email Templates Q@

FIGURE 6.2 Email Template Main Menu

6.2 Adding and Editing an Email Template

A new Email Template can be added by selecting “Add New Template” from the Email Template page.

etfieve | cENTRAL

Email Templates

ESign_Declined
ESign_Final_Copy

ESign_Opted_Out

OriginatorNotification_Processed

EDIT

OriginatorNotification_ProcessedWit...

OriginatorNotification_Received

PackagePastDueNotice

Searc

FIGURE 6.3 Email Template Add New Template button

Once selected, the administrator will navigate to a new page with the General Settings for the new template.
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etfieve | cenTRAL

(<] Back Name (Name is required)

Name
x General Settings ] ‘

Subject (Subject is required)

) save [

Body (Body is required)

COPY EMAIL TEMPLATE

EMAIL TEMPLATE KEYS HELP

SHOW KEYS

FIGURE 6.4 Email Template “Add New Template” General Settings page

Under “General Settings,” the administrator must complete three sections: Name, Subject, and Body. When finished,
the administrator can select “Save” from the left-side panel, and the template will be saved to available templates.

Otherwise, once the administrator fills out the required fields, he or she can also select “Copy” from the General
Settings page to create a duplicate of the email template, which will make a duplicate and automatically save it
without the option to edit it first, leaving the original template open. All templates must have unigue names. To edit
the copy created, the user must close the original template and open the newly created template.

etfieve| CENTRAL

[Z\ Back Name
Name of Template

e *
Subject

B save [subject |
Body

Email Contents are found here.

COPY EMAIL TEMPLATE

EMAIL TEMPLATE KEYS HELP

SHOW KEYS

FIGURE 6.5 Email Template Copy selection

If the administrator does not save the template before selecting “Copy,” a warning notification will appear asking

whether to discard the changes made to the current template.
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53

Discard Changes?

There are unsaved changes. Leaving without saving will discard any changes. Would you like to continue and lose any changes?

CONFIRM  CANCEL

FIGURE 6.6 Email Template Copy unsaved changes warning

To edit a template, a user must select the name from the Email Template landing page. The page to edit a template
is identical to the page for adding a template—simply fill out the information and select “Save.”

Email Template Keys

When creating or editing an email template, the administrator may want to utilize Email Template Keys to display
variable data that will be taken from the workflow where the email template is used. Users can select ‘SHOW KEYS’ in
the bottom right corner of the edit/add email template page to see a list of available keys. Selecting an Email
Template Key copies it to the clipboard for convenient pasting into the email body.

etfieve | cenTaaL H @ W
E\ Back Name
‘NameofTempIate ‘
x General Settings
Subject
B save [subject |
Body

Email Contents are found here.

COPY EMAIL TEMPLATE

EMAIL TEMPLATE KEYS HELP

Click on the key to copy to the clipboard

EMAIL TEMPLATE KEY
<%= ActivityPackageDeepLinkUrl %>
<%= CurrentStepActor %>

<%= CurrentStepComment %>

Search Email Keys

DESCRIPTION
A deep link that points directly to the package in the user's activity.
The actor who currently made an action on the package.

The comment that was made for the package at the current step.

CLOSE KEYS

Q

FIGURE 6.7 Email Template Key Selection

Email template keys can be filtered/searched by utilizing the search bar in the upper right-hand corner of the Email

Template Keys Help section.
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EMAIL TEMPLATE KEYS HELP CLOSE

Click on the key to copy to the clipboard
EMAIL TEMPLATE KEY DESCRIPTION

<%= CurrentStepActor %> The actor who currently made an action on the package.

<%= CurrentStepComment %> The comment that was made for the package at the current step.

<%= CurrentStepDecision %> Gets decision that was made at the previous step.

FIGURE 6.8 Email Template and searching for Template Keys

Additionally, input data from Forms or Documents integrated with a workflow can be added as part of the email body.
Use the following key to insert an input:

<%= Input {SelectedFieldInputID} %>

The user must replace “SelectFieldinputID” with the input ID that should be displayed in the email body.
Note: The input fields in the email body must match those integrated with the workflow where the template is used
to send a step notification.

Email template keys that produce a link provide a URL to the form within the email body. For example, the “<%= Esign
%>" email template key will produce a URL for a Signer Recipient who does not have an internal account for that
person to sign a form.

EMAIL TEMPLATE KEYS HELP CLOSE
Click on the key to copy to the clipboard [llnki Q]
EMAIL TEMPLATE KEY DESCRIPTION

<%= ActivityPackageDeeplinkUrl %= A deep link that points directly to the package in the user's activity.

<%= Esign %> A link that points to a form to sign and view electronically.

<%= InboxPackageDeeplinkUrl %> A deep link that points directly to the package in the Inbox.

FIGURE 6.9 Email Template Keys Help

The data keys are displayed with a different color in the email body to highlight and differentiate them from the regular
text. The key syntax might be wrong if a data key is not displayed with a different color. Data keys start with ‘<%="and
end with ‘%>’.

MName

TaskQueuePastDueMoticeMonPersonActor - Copy

Subject
Package i Overdue

Body

The workflow package ' c ' has been In your inbox for

Pleaze act on this package as soon as passibla.

This package is currently assigned to ' 1 ' and is : W .

It can ba accessed by using the following link: x X 1k I
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6.4

6.5

6.6

FIGURE 6.10 Email Template Example with Data Keys

Delete an Email Template

To delete an email template, the administrator must first navigate to the list of email templates. Then, selecting “Edit”
in the upper right-hand corner of the page (next to the Search) will produce checkboxes next to each template. The
administrator can then select the templates that need to be deleted and select “Delete” in the upper right-hand corner
of the page. A confirmation message will appear asking the user to confirm the deletion(s).

Delete Templates?

Are you sure you want to delete the selected Templates?

CONFIRM  CANCEL

FIGURE 6.11 Delete Email Template warning

To exit “Edit” mode, select “Cancel” on the top right-hand corner of the page.

NOTE | Email templates used in workflow notifications and default templates for E-Sign cannot be deleted. An error
message will be displayed when a template delete action cannot be completed successfully due to the reference
restriction.

Using Email Template in Notify Setting

Inside a workflow, in the Workflow Designer, the administrator can select which Email Template to use for which type
of notification recipient. Each of these naotifications can be disabled as needed. All the template dropdowns contain
the corresponding base and custom email templates you created.

Group Actor Configuration

Properties =~ Notify  Filter By = Reminders = User Directed Routing  Active Packages

Flow Recipient -
Actor Template |Current|y Disabled: Select to Enable V‘
Originator Template |Current|y Disabled: Select to Enable V‘
Refer Template | ReceiptNotification "‘
Refer Response Template | ReceiptNotification "‘
Return Template | ReceiptNotification "‘

External Recipient

Add/Remove Recipient Type Email Address Email Template

+ — { Choose One... ¥ | Enter Email Address of Recipi... Choose One... -

SAVE CANCEL

FIGURE 6.12 Group Actor Configuration with option to select Email Templates

Markdown Language in Email Body

The email template’s body supports basic markdown syntax to enhance the notifications sent by the flow steps. Some
of the supported markdown features are listed below:

Etrieve Flow Administrator Guide | 43



1 Set html headings by using # before a text #lmportant Email
#heading level 1
## heading level 2
### heading level 3
#### heading level 4

2 Make the text bold by adding two asterisks before  In this line this is my **bold text**
and after the text you want to bold In this line this is my bold text
*Text™™

Important Email

3 Make the text italic by adding an asterisk before and In this line this is my *italic text*
after the text you want to make it italic In this line this is my jtalic text
*Text”
In this line this is my ***bold italic text***
In this line this is my bold italic text

4 [To create a blockquote, add a > in front of the This is a blockquote line
paragraph. This is a blockquote line
> Paragraph

5 Display an image using the following syntax I[J( https://vourfavoritecdn/resources/emailheader.jpg)
I[image description, it is optional](image URL) The image will be rendered in the email, see example in

the Figure 10 Email created using markdown
We recommend that you have the images available
for public access from a Content management
system or website.

6.7 Email Template Example with Markdown and Keys

The following images show how email template keys and markdown syntax can be utilized to customize emails for
notifications.
Body

MI(https://yourfavoritecdn/resources/emailheader.jpg)
Dear Student,

We have the honor to invite you to become a member of the Student Council of SU. Your engagement is important
to us and the student community.

= **"A Student Council provides an oppoertunity for students to engage in a structured partnership with teachers,
parents, and school managers in the operation of their school. Research indicates that Student Councils can improve
academic standards and reduce dropout rates in schools. Student Councils can create a sense of ownership of the
school and its activities among the student population.™*

We hope you accept this invitation and allow us to become part of your growth in this institution.
To accept or decline please fill in this [form].

[form]: <%= ActivityPackageDeepLinkUrl %=

*** <%= CurrentStepActor %=*** </br=

*SU Student Council® </br=

*First Row Drive* </br=
*Redmond WA 98000, USA™
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6.8

FIGURE 6.13 Email Template Example with Markdown and Template Keys

-

: Softdocs

“A Student Council proides an opportunity for students 1o engage in a structured partnership with teachers,
parents, and school manadgers in the operation of their school, Reseanch indicates that Student Councls can
improve scademic standards and reduce dropout rates in schools. Student Councils can create 3 sense of
cwniership of the school and S acthvities amondg the student population.”

Dan Smith

FIGURE 6.14 Result of Email Template with Markdown and Template Keys

Unique Notification Subject Lines Using Email Template Keys

IMPORTANT TO NOTE: Sometimes, emails may be grouped when the conversation view setting is turned on within
your email service provider.

Emails are grouped if each message meets the following criteria:

» Thesame recipients, senders, or subject as a previous message
> Areference header with the same IDs as a previous message

> Sentwithin one week of a previous message
To prevent grouped emails:

» Create a new subject for each message you don’t want to group.

» Send each message with a unique reference header value that doesn’t match a previous message.
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Ftrieve Flow Sample
Workflows

7.1 Sample Workflows

The following chapter of this manual provides Sample Workflows that will provide users with a point of reference and
illustrations of Workflows to help guide users in designing your institution's Workflows.

Common Properties and Tabs
PROPERTIES TAB | The Properties tab for most actor and activity configurations has common configurations.

e The Enforce Package Review button can be toggled to require any actors at this step to perform a package
review before the workflow can proceed.

e The Enable Refer button can be toggled to enable or disable the option to refer the document to other users
at this step in the workflow.

e The Enable Return to Previous button can also be toggled to enable or disable the option to return the
document to the previous actor in the workflow.

e The Location (x, y) fields provide the exact coordinate points on the Workflow Designer Configuration Area
where the step is located.

The Packages in Error field indicates any routing errors that must be resolved.

NOTIFY TAB | The Notify tab allows you to configure the templates for each type of notification recipient. This feature
can be enabled or disabled by choosing the email template from the dropdown. If no email template is chosen, that
notification will be disabled. You can specify a template for the actor, originator, refer, refer, and return the response
for each actor.

The Originator Email Template provides a notification email to the originator if necessary. When a user originates a
form, the email notifications the user receives will include a link to the workflow package.

An external/dynamic email recipient can be configured. When configuring an external/dynamic recipient, the user can
pick a field on a form or a Content document containing the value of the desired recipient’s email address.

The recipient type for external/dynamic recipients can be changed so you can specify a static email address instead of
using a field from the form/document.
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Refer to the Appendix for additional information and a list of the base Email templates and sample body text.

Group Actor Configuration

Properties Filter By Rerminders  User Directed Routing  Actree Packages

Flow Reciplent

Actor Template Cuarently Disabled: Select 1o Enable =
Onginator Template Cuarently Disabled: Select to Enable il
Refer Template ReceiptMotification hd

Refer Response Template ReceiptMotification =
Return Template ReceiptMotfication -

External Reclplent

el P rreorve Recipient Type Email Address Emanl Ternplate
+ = Choods OnRe * | [Enter Email Addre Choose One -
SAVE CAMCEL
FIGURE 7.1 Workflow Designer | Group Actor Configuration | Notify Tab

FILTER BY TAB | It references a user’s Custom Properties within Etrieve Security and, when configured, delivers a
package only to Group members who share the same Custom Property value. This workflow example does not utilize
this feature.

Group Actor Configuration

Properties  Motify [Filter Byl Reminders  User Directed Routing  Active Packages
Emable Filter By
SAVE  CAMCEL

FIGURE 7.2 Workflow Designer | Group Actor Configuration | Filter By

REMINDERS TAB | The Reminders tab contains a setting called “Enable Reminder Notifications,” a toggle switch to turn
on/off reminders at this step. If reminders are set to Off, any pending Reminder Notifications that are supposed to be
sent out for the step will not go out. However, when enabled, pending Reminder Notifications for the step will be
checked again at the top of the hour, as usual, and if any of the notification dates have passed the current date and
time, then notification emails will be generated and sent out.

Broadcast Actor Configuration

Propertied ntegration i Eeminders i Actree Packages  Lger Directed Routing

Enabke Reminder Motiications

SAWE  CAMCEL
FIGURE 7.3 Workflow Designer | Broadcast Actor Configuration | Reminders Tab

ACTIVE PACKAGES TAB | The Active Packages tab displays all the Active Packages for the Workflow step. Users can
search for a specific package by typing in the Search bar or selecting the Filter By drop-down selection. The filter can
be applied to search for All, Locked, and Unlocked packages.
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Broadcast Actor Configuration

Properties  Integration  Feminders User Directed Routing

Active Packages

l Q, Search
Filtter By: | A1l hd
Certified Contract of Employment | UMLOCEED &
Currenthy sdsigred o
Certified Contract of Employment | UMLOCKED

Currenthy sddigred o

SAVE CANCEL

FIGURE 7.4 Workflow Designer | Broadcast Actor Configuration | Active Packages Tab

USER DIRECTED ROUTING TAB | The User Directed Routing tab is in the Broadcast Actor settings. This enables users
to specify which users within a group should receive a package rather than routing it to an entire group. It is configured
on the actor that will be choosing the recipient. Any group the actor is connected to can be selected for User Directed
Routing. This workflow example does not utilize this feature.

Broadcast Actor Configuration

Properties  Integration  Reminders | Acteve Packages WLiser Derected Routing

Enable User Dirécted Routing

SAVE CAMCEL

FIGURE 7.5 Workflow Designer | Broadcast Actor Configuration | User Directed Routing

7.1.1 BroadcastActor

In this workflow scenario, the broadcast actor was configured to route Contracts to a group of people. Once the contract has
been completed, it will be routed to Human Resources. The Human Resources step in theillustration below has been configured
using a Group Actor. When setting up a Broadcast Actor in a Workflow, this actor configuration must be the first step configured
following the start of the Workflow.
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b TIP: The Badge

t number displayed
, 8o over the Workflow

e - step indicates the
. number of active
> o
S packages that are

in the Workflow
step. (User’s
Central Inbox for
action)

FIGURE 7.6 Workflow Designer | Broadcast Contracts

1 Broadcast Actor Configuration

BROADCAST ACTOR | A broadcast actor typically allows the representation of steps so broadcast routing can occur at
the first step of a Workflow. Broadcast routing can be incorporated into a business flow, which enables the Broadcast
to preview actions for the originator and approve and deny actions for the recipients of the broadcasted form. Senders
of broadcast forms commonly use this actor in Workflows that manage Contracts and Policy Changes. This will result
in fewer users to filter from, fewer irrelevant filters to manage, and the pre-population of automatically available data.

Broadcast Actor Configuration

Properties negraton Feminders Actee Packages User Carected Routing

Enabile Refer ‘_
Enalle Return to Previous 0
Location {x y) 156 155
Step Mame | Broadcast_Routing
Step Code BroadcasiRouting ECHT

Packagesin Error 0 | REPROCESS
SAVE CAMCEL

FIGURE 7.7 Workflow Designer | Broadcast Actor Configuration | Properties Tab

INTEGRATION TAB | The integration source will be configured in the integration tab. The source must be created before
the integration mapping can be configured. The Person ID must be ‘Email’ on all broadcast routing configurations.

Broadcast Actor Configuration

Properties Integration | Remenders — Actiee Packages  Ukser Derected Routing

Integration Mapping Eroadcast_Routing -

o

AMCEL

SANE

FIGURE 7.8 Workflow Designer | Broadcast Actor Configuration | Integration Tab

2 Group Actor Configuration
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7.1.2

GROUP | All users of the chosen group will receive the package in their Etrieve Central Inbox.

Group Actor Configuration

.
Properties [l Moty Filter By Reminders  User Directed Routing  Active Packages

Business Office x =

Step Name Buginess Office

Step Code EDMT
Enforce Package Review (
Enable Keler (
Enable Return 1o Prévious -‘_
Location [x, y) 100 328
Packages n Errge: REPROCESS

FIGURE 7.9 Workflow Designer | Group Actor Configuration | Properties Tab

Conditional Actor, Role Actor, Data Export Activity, Accumulate Activity

In this typical Travel Authorization and Reimbursement Workflow Scenario, a Conditional Actor has been configured
to send the form to the originator’s supervisor based on a green-flagged field on the form. After the supervisor
processes it, the form continues to the travel approvers. If the request is denied, then the Workflow will end. If the
request is approved, the green-flagged fields on the form are exported to a table, and the form is accumulated with a
Travel Reimbursement Form, which is then sent to the Business Office for processing.

FIGURE 7.10 Workflow Designer | Travel Authorization and Reimbursements

1 Conditional Actor Configuration - Send to Supervisor

CONDITIONAL ACTOR | Asingle user will receive the package, although the user to receive the package is “conditional”
based on form values and integration (the recipient can differ from package to package).

INTEGRATION TAB | The integration source will be configured in the integration tab. The source must be created before
the integration mapping can be configured. The Fields key is a drop-down list of fields specified as input from Etrieve
Forms earlier in the configuration. The Actor Type allows you to choose whether the Conditional Actor is looking for a
Person, Group, or Role. The Default Actor is the actor that will receive the form should the query return null.
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Conditional Actor Configuration

Properties  Notfy JFIntegration || Reminders  Active Packages  User Directed Routing

ntegration Mapping Conditional_SendToSupenvisor -
rletds « superllsername "
Actor Type Person w
Drefault Actor Terri Mckinney u -
SAVE CAMCEL

FIGURE 7.11 Workflow Designer | Conditional Actor Configuration | Integration Tab
2 Data Export Activity Configuration

DATA-EXPORT | This activity can export data from a form to an integrated table. This process is often used for reporting.
The type of table integration will need to be configured, and the desired form inputs will have to be marked as “key
fields” for the data-export activity to write form input values to the designated table. Each new form that passes
through this activity in a Workflow will write a new row for this table - all green-flagged key field values will be exported
to the table as columns in specific form rows. The IDs of the fields must match the column names.

PROPERTIES TAB | The Properties tab for the Data Export Activity Configuration provides a drop-down list to choose
which item will be exported if there is an accumulation activity in your Workflow. The Integration Mapping allows you
to select the pre-configured integration source.

Data Export Activity Configuration

Integration Mapping Travel Reimb_Expart

Item Trawvel Reimbaursément "

Location {x, ¥ RS 184

Packages in Erron 0 REPROCESS
SANE CANCEL

FIGURE 7.12 Workflow Designer | Data Export Configuration | Properties Tab
3 Accumulate Activity Configuration

ACCUMULATE | This activity is used to “accumulate” multiple packages to be combined and routed as a single package
once the accumulation parameters are satisfied. Once all forms are accumulated, the new form package containing
all completed forms will be routed to the next actor/activity.

CRITERIA TAB | You must select a shared key field between all documents. You can then specify how much of each
document should be accumulated to be considered complete. The documents must be associated with the
Configuration Setting for Assignment Rules.
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Accumulate Activity Configuration

Properties Package Name  Accumulation Type

Group by shared keyhield travelMurmber "
add/Remove Iterms NHumber to Accumulate
+ - And | Travel Reimbursement * [
+ = And Travel Authonzation Ll |

SAVE CANCEL

FIGURE 7.13 Workflow Designer | Accumulate Activity Configuration | Criteria Tab

ACCUMULATION TYPE TAB | The Accumulation Behavior type tab provides a drop-down list of options to allow the
user to select the behavior that best describes the action that will be taken regarding the Package being created. When
designing a workflow with only one form/document, the system allows the accumulation of activity configurations
grouped by the key fields available in a single form by using the key fields associated with the form. Accumulation
behavior can be configured for new packages, Added to existing packages, or Dropped if not needed.

Accumulate Activity Configuration

Properties  Criteria

Accumulation Behavicr Type | New Package M
Chaose One.
Add 1o ﬁi51lng -EL
e Do i 0ot eeeded —

FIGURE 7.14 Workflow Designer | Accumulate Activity Configuration | Accumulation Behavior Type Tab

NOTE | If the Item Type Name is part of the naming options for the Package Name Rules, Accumulate will use the
Workflow Name if Default is selected on Accumulate and a custom name is selected for the Package Name Rules.
When Package Name Rules do not contain an Item Type Name as part of the naming options when a customized
name is set, Accumulate will use what is defined on Package Name Rules when the default option is selected for that
step.

4 Group Actor Configuration

GROUP | All users of the chosen group will receive the package.

Update Field Activity

In this Workflow scenario, a Direct Deposit Authorization document is scanned into Etrieve Content and routed to the
Payroll group for approval. The Update Field activity updates the applicable document type’s key fields as the route is
processed. If the Payroll group approves the Direct Deposit Authorization, then the key field of Status is set to
“Reviewed,” and the Workflow ends. If the Direct Deposit Authorization is denied, the key field of Status is set to
“Incomplete” and routed back to the Payroll Group for further processing.
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FIGURE 7.15 Workflow Designer | Direct Deposit Authorization Process
1 Update Content Field Activity Configuration
UPDATE FIELD | Used in routing Content documents only, which updates a specified field value.

PROPERTIES TAB | The Update Content Field Activity Configuration Properties tab provides a drop-down list to select
which item should be updated from the list of assigned document types. Next, the key field within the specified item
should be chosen to make appropriate updates. The Key field is updated with the data provided in the New Value
field.

Update Content Field Activity Configuration

PY_Direct_Deposii_Authonzation = T Status -
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Packages in Error 0 REPROCESS Employes_info_Suffix
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ployee_nfo_Date_of_Birth

FIGURE 7.16 Workflow Designer | Update Content Field Activity | Properties Tab

Join and Split- Illustration of Best Practice

In this Workflow configuration scenario, the Split Activity is configured to split the package and route it to two
different groups: the Business Office and Human Resources. Once each group has approved the packages, the Join
Activity is configured to combine the previously split packages and send them to the group Human Resources
Supervisor. Once approved, the process ends.
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7.1.6
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FIGURE 7.17 Workflow Designer | Join and Split - Illustration of Best Practice

1 Split Activity Configuration

SPLIT | This activity duplicates the package, allowing it to be routed to multiple actors/activities simultaneously.

2 Join Activity Configuration

JOIN | This activity combines packages previously split into one package. For routing to execute successfully, the
number of packages must equal the number routed into the Join.

Join and Split - Illustration of a Join and Split that will not Execute

In this Workflow configuration scenario, the Group step for Human Resources has an alternate end path, and the Join
Activity step does not equal the number of packages split into separate packages. If Human Resources denies the
package, the package approved by the Business Office will be held in the Join Activity, resulting in a Workflow that will

not execute.
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FIGURE 7.18 Workflow Designer | Join and Split - Illustration of a Join and Split that will not Execute

Actor Filtering, UDR, Navigation Rules Determined by Groups or Roles

In this Workflow scenario, an employee originates a Leave Request Form and sends it to their specific supervisor by
utilizing the ‘Filter By’ setting on the Supervisors Group Actor. The supervisor reviews the package and either denies
or approves the request for the Human Resources group. Human Resources chooses a member of the Directors Group

to send the package to by utilizing User-Directed Routing.

If the originator of the Leave Request belongs to the Supervisors group, then the package will bypass that Group and
route directly to the Human Resources Group for approval. This is achieved by using Navigation Rules and filtering
determined by Etrieve Security Group membership.

Etrieve Flow Administrator Guide | 54



If a package is routed to a specific member of a group using User-Directed Routing and acted on by them, it will be
listed only in that member’s activity. The activity of the other group members will not indicate that the package was
acted upon.

NOTE | User-directed routing and Actor Filtering cannot be used at the same step to determine the next step in a given
workflow.
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FIGURE 7.19 Workflow Designer | Leave Request
1 Filter By Configuration - Filter Supervisors Group Actor

FILTER BY | The Filter By tab is in the actor settings. It is used to reference a user’s Custom Properties within Etrieve
Security and will deliver a package only to Group members who share the same Custom Property value.

CONFIGURATION | In this workflow example, we leverage this feature to deliver the originator’s leave request to the
proper Supervisors Etrieve Security Group member automatically based on a “Location” Custom Property previously
configured in Etrieve Security.

This functionality is enabled on the Filter By Tab of the Group Actor’s configuration by moving the Enable Filter By
slider to the right. To set up a filter, select a previous step and a user attribute to filter by. In this workflow, the previous
step is the Start Activity, and the attribute is the “Location” Custom Property. Once this is configured, only members of
the Supervisors Group who share the same “Location” Custom Property value as the originator will receive the Leave
Request.

Group Actor Configuration

Properses Moty Actve Packages  User Directed Routing
Enable Filter By (
aor ——

Sefect o provious Sep ond wser aifraute fo Sliter &

Start Actiaty

SAVE CAMNCEL
FIGURE 7.20 Workflow Designer | Group Actor Configuration | Filter By

The Actoricon will change if Filter By is enabled on the actor.
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If the Originator has multiple values for the Location Custom Property, they will be prompted to Select Submission
Data on Submit. Designating the correct option from the drop-down menu will assist in creating simpler workflows.

Select submission data

] SEND CANCEL
Maintenance  x '|

=

Attachments Download Print

FIGURE 7.22 Etrieve Central Viewer | Select Submission Data
2 User Directed Routing Configuration - Send to a specific member of the Directors Group

CONFIGURATION | In this workflow example, User Directed Routing will be configured to allow a member of the Human
Resources Group to choose which member of the Directors Group to route the package to.

USER-DIRECTED ROUTING | The User-Directed Routing tab is in the Group Actor settings. It enables users to specify
which users within a group should receive a package rather than routing it to an entire group. It is configured by the
actor who will be choosing the recipient. Any group the actor connects to can be selected for User-Directed Routing.

To enable this functionality, select the Human Resources Group actor and click the Settings Cog. Then, select the User
Directed Routing tab and move the slider to the right to enable it. Finally, select the Directors Group and save.

Group Actor Configuration

et ies Matity Filter By Active Packcs

Enabsle User Directed Routing i)

o (dnll dovn) Selechon of indradueals ingde Groups/Roles
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SAVE CAMCEL
FIGURE 7.23 Workflow Designer | Group Actor Configuration | User Directed Routing

When user directed routing is enabled, the Connector will indicate with a small user icon.
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FIGURE 7.24 User Directed Routing Indicator

Now, the user who receives this package in their Inbox from a member of the Human Resources Group will be able to
choose which member of the Directors Group the Package will be sent to for approval (Approve To Icon).

User Directed Routing CLOSE
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FIGURE 7.25 Etrieve Central Viewer | User Directed Routing
3 Navigation Rule Configuration - Send to Supervisor or Human Resources

NAVIGATION RULE | Navigation Rules route a package based on certain configured criteria. Rules can be set by
Connectors based on Key Fields or Actor Attributes.

CONFIGURATION | select the Connector pointing towards the Human Resources actor and click the Settings Cog to
enable this functionality. To reference the Originator’s Etrieve Security Group Membership, select Actor Attributes from
the Type drop-down and Groups from the Key field/Attribute drop-down. Select Contain from the Operator drop-down
and choose the Supervisors from the list of Etrieve Security Groups from the Value drop-down.

Navigation Rules Configuration

Add/Remove And/Or Type Keyfield/Attribute Operator Value

+ Actor Attributes = ¥ || Groups = ¥ || Contain T | Supervi.. x ¥
SAVE CANCEL
FIGURE 7.26 Workflow Designer | Navigation Rule Configuration

A Navigation Rule with the operator ‘Does Not Contain” must also be set up on the Connector pointing to the
Supervisors Group.

Navigation Rules Configuration

Add/Remove And/Cr Type Keyfield/Attribute Operator Value

+ Actor Attributes  x ~ || Groups x 7 || Do not Contain ¥ || Supervi.. x ¥
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FIGURE 7.27 Workflow Designer | Navigation Rule Configuration
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Select Save once the configuration is finished, and the workflow will be complete.

7.1.7  Block UDR by the Originator for Anonymous Forms

In Central for Flow, workflows with anonymous Forms will block the Anonymous User from seeing the user listing when User
Directed Routing is enabled for the Start step of a Workflow. This ensures that an anonymous user can only submit and not
indicate to whom the form will be routed. It is recommended not to have UDR enabled when the Workflow is associated with
an Anonymous Form unless the intent is to route the package to all immediate steps that route from the Star Step.

7.1.8  E-Sign Actor within a Workflow

E-Sign workflows are used when an external user needs to sign an Etrieve Form electronically. The form will need to include:
» designated fields for the Signer Recipient email address and at least one signature field.

» avalidation for the email field ensures a valid email address is entered.

Before a Form enters the first E-Sign step to be signed (i.e., before any signatures are obtained), the E-Sign functionality will
allow all fields to be editable (including designated email and signature fields). Only the dedicated signature fields will be
editable once the form reaches the E-Sign step(s). After a signature has been obtained, the second E-Sign step will only allow
the signature fields for that step to be modified, and non-E-sign steps that the forms are routed to after the first signature is
obtained will not allow any field to be modified. Any actor steps that follow an E-Sign step (after signatures have been obtained)
will not be allowed to modify the signed form.

E-Sign can be configured in parallel (if signatures need to be obtained from multiple Signer Recipients simultaneously) or in
series (where signatures can be obtained in a certain order). When using multiple E-Sign steps in parallel, the Form is split and

sent to all E-Sign steps that is a part of the parallel routes. A Join activity will be needed if E-Sign is used in parallel.

NOTE | If there are overlaps of the same fields amongst the E-Sign steps, then only the data entered by the first person who
updates and signs the Form will be stored. It is recommended not to use the same fields across E-Sign steps.

Some common uses for an E-Sign workflow are obtaining signatures from new hires before they are provided with an internal
account. In this case, an HR representative would start the form and then route it to the new hire’s public email address.
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FIGURE 7.28 Workflow Designer | E-Sign HR Workflow for a New Hire Student Start

Adual enrollment workflow can utilize E-Sign to obtain signatures from the High School and/or Parent. The form would be
started by the Student, routed to the High School Principal and Parent, and sent back to be reviewed by Dual Enrollment.
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FIGURE 7.29 Workflow Designer | E-Sign Dual Enrollment

Also, an E-Sign workflow can be configured when signatures need to be obtained from a student's Parent or guardian. For
this example, the form is started by the Student and routed to the Parent(s) to obtain signatures.
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FIGURE 7.30 Workflow Designer | E-Sign Financial Aid Form by Started Student
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