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Introduction

Welcome to Workflow, an important component of Microsoft Dynamics® GP. You
can use the Workflow system to create approval processes. For example, you can
create processes for purchase orders, sales quotes, vendor records, and employee
records.

Check for current instructions

This information was current as of March 30, 2010. The documentation may be
updated as new information becomes available. Check the Documentation
Resources for Microsoft Dynamics GP 2010 Web site http://go.microsoft.com/
fwlink /?1inkId=161199 for the most current documentation.

This introduction is divided into the following sections:

e What's in this manual

e Symbols and conventions

®  Access Help in Microsoft Dynamics GP
e Access Help on the Workflow web site

e Send us your documentation comments

What's in this manual

This manual is designed to give you an in-depth understanding of how to use the
features of Workflow, and how it integrates with Microsoft Dynamics GP.

The manual is divided into the following parts:

e Part 1, Getting started, provides an overview of the Workflow system and
explains how it is deployed in your organization’s network.

* Part 2, Workflow basics, explains some key concepts and terms you'll need to
understand to set up and maintain the Workflow system.

e Part 3, Setup, explains how to set up the Workflow system and create
individual workflows.

e Part4, Maintenance and troubleshooting, contains maintenance procedures,
such as modifying a workflow, viewing document history, and deactivating the
Workflow system.

e Part5, Reports, describes the Workflow reports you can generate. These reports
help you monitor the Workflow system and identify specific workflow steps or
approvers who may be slowing down an approval process.

WORKFLOW ADMINISTRATOR'S GUIDE
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Symbols and conventions

This manual uses the following symbols to make specific types of information stand

out.
Symbol Description
NV The light bulb symbol indicates helpful tips, shortcuts, and
> Y- suggestions.
The warning symbol indicates situations you should be
A especially aware of when completing tasks.

This manual uses the following conventions to refer to sections, navigation, and
other information.

Convention Description
Creating a batch Italicized type indicates the name of a section or procedure.
File > Print The (>) symbol indicates a sequence of actions, such as clicking

items on a menu or a toolbar or clicking buttons in a window.
This example directs you to go to the File menu and click
Print.

Bold Bold type indicates the names of fields, tabs, menus,
commands, and buttons, and text you should type.

Access Help in Microsoft Dynamics GP

The Microsoft Dynamics GP Help menu gives you access to user assistance
resources on your computer, as well as on the web. The following resources are
available from the Help menu.

Contents

Opens the Help file for the active Microsoft Dynamics GP component, and displays
the main “contents” topic. To browse a more detailed table of contents, click the
Contents tab above the Help navigation pane. Items in the contents topic and tab
are arranged by module. If the contents for the active component includes an
“Additional Help files” topic, click the links to view separate Help files that
describe additional components.

To find information in Help by using the index or full-text search, click the
appropriate tab above the navigation pane, and type the keyword to find.

To save the link to a topic in the Help, select a topic and then select the Favorites
tab. Click Add.

Index

Opens the Help file for the active Microsoft Dynamics GP component, with the
Index tab active. To find information about a window that’s not currently
displayed, type the name of the window, and click Display.

WORKFLOW ADMINISTRATOR’'S GUIDE 3
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About This Window

Displays overview information about the current window. To view related topics
and descriptions of the fields, buttons, and menus for the window, choose the
appropriate link in the topic. You also can press F1 to display Help about the current
window.

Lookup

Opens a lookup window, if a window that you are viewing has a lookup window.
For example, if the Checkbook Maintenance window is open, you can choose this
item to open the Checkbooks lookup window.

Show Required Fields

Highlights fields that are required to have entries. Required fields must contain
information before you can save the record and close the window. To change the
way required fields are highlighted, click Microsoft Dynamics GP menu > Tools >
Setup > User Preferences > Display, and specify a different color and type style.

Printable Manuals

Displays a list of manuals in Adobe Acrobat .pdf format, which you can print or
view.

What's New

Provides information about enhancements that were added to Microsoft Dynamics
GP since the last major release.

Microsoft Dynamics GP Online

Opens a web page that provides links to a variety of web-based user assistance
resources. Access to some items requires registration for a paid support plan.

Customer Feedback Options

Provides information about how you can join the Customer Experience
Improvement Program to improve the quality, reliability, and performance of
Microsoft® software and services.

Access Help on the Workflow web site

When the Workflow system is installed, a Workflow web site is created. This web
site is built on Microsoft Office SharePoint® Server or Windows SharePoint Services
and can be accessed with Microsoft Internet Explorer®.

When you click the Help icon on a Workflow web page, the relevant help topic for
that page is displayed. You can use the search field on the help page to search for
information. You also can click the Home icon button to browse the contents of the
Help.

Send us your documentation comments

We welcome comments regarding the usefulness of the Microsoft Dynamics GP
documentation. If you have specific suggestions or find any errors in this manual,
send your comments by e-mail to the following address: bizdoc@microsoft.com.

Note: By offering any suggestions to Microsoft, you give Microsoft full permission to use
them freely.
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Part 1: Getting started

This part of the documentation provides an overview of the Workflow system and
explains how it is deployed in your organization’s network.

e Chapter 1, “Workflow overview,” explains what the Workflow system is and
describes the benefits it provides.

¢ Chapter 2, “Workflow architecture,” describes the components of the Workflow
system and explains how these components work together. Deployment
diagrams are also included.

WORKFLOW ADMINISTRATOR'S GUIDE



Chapter 1:

Workflow overview

The following information provides a basic overview of the Workflow system and
describes the benefits it provides.

e What is workflow?
¢ Benefits of using the Workflow system
e How users will interact with the Workflow system

What is workflow?

This documentation defines the term workflow in two ways:

1. Workflow is a system

Workflow is the system that you installed with Microsoft Dynamics GP. The
Workflow system provides functionality you can use to create individual workflows,
or approval processes.

2. Workflow is an approval process

A workflow is the approval process for a document, master record, or batch. A
workflow defines how a document, master record, or batch “flows” through the
system by showing who must approve it, and the conditions under which they
must approve it.

For example, consider the following illustration of a purchase order approval
workflow. This workflow shows who must approve purchase orders, and the
conditions under which their approval is required. For example, suppose Sam
submits a purchase order for $2,000. In this scenario, the purchase order must be
approved by Frank. If Sam submits a purchase order for $8,000, it must be approved
by both Frank and Sue.

Frank S A

Sam ue nn

submits a
purchase
order.

[

Must approve if
greater than
$1,000.

Must approve if
greater than
$5,000.

[

Must approve if
greater than
$10,000.

WORKFLOW ADMINISTRATOR’'S GUIDE

7



PART 1
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Benefits of using the Workflow system

There are several benefits of using the Workflow system in your organization. Here
are a few key benefits.

Consistent processes

The Workflow system enables you to define the approval process for specific
documents, master records, and batches, such as purchase order documents and
Receivables Management batches. By using the Workflow system, you ensure that
documents, master records, and batches are reviewed and approved in a consistent
and efficient manner.

Automatic notification

Users can be automatically notified when a document, master record, or batch is
assigned to them for approval, or when a document, master record, or batch they
submitted is approved. Users can be notified via desktop alerts or e-mail alerts. For
more information about alerts, see [ndicate if you want to send alert messages on

page 64.

Access through SharePoint Server and Outlook

Users don’t have to log on to Microsoft Dynamics GP to approve documents, master
records, and batches. Users can approve documents, master records, and batches by
accessing the Workflow Web site, which is built on Windows SharePoint Services or
Microsoft Office SharePoint Server 2007, or by responding to e-mail messages in
Microsoft Office Outlook® 2007.

Reports

There are several Workflow reports you can generate. These reports help you
monitor the Workflow system and identify specific workflow steps or approvers
who may be slowing down an approval process. For more information about each
type of Workflow report, see Part 5, Reports.

8 WORKFLOW ADMINISTRATOR'S GUIDE



CHAPTER 1 WORKFLOW OVERVIEW

How users will interact with the Workflow system

Users can interact with the Workflow system through Microsoft Dynamics GP,
SharePoint, and Outlook.

Microsoft Dynamics GP

Workflow functionality is available in many areas of Microsoft Dynamics GP. For
example, the Purchase Order Entry window enables a user to submit purchase
orders for approval. This window has a message bar and history pane. The message
bar displays the document’s status and has buttons for approving and rejecting the
document. The history pane displays previous actions made to the document.

" Purchase Order Entry.

Message bar L 2] Pending Approval by CORFAFrank, dus 4/2/2007. Approve || Reject | | RequestChange | | Delegate
File Edit Tools Yiew Options  Help sa Fabrikam, Inc. 4/12}2017
bl Save for Later Actipns * B9~ 8B worklow History «
b CORP\SamW
Tope: Standard v Vendor 1D ADVANCEDOODT e Histor ane
PO Murber PO2075 0 Hame Advanced Office Systems 3431/2007 - Yy p
e ID QD Cunency ID ZUSt PRES It possible, | would like to
e have these items by the
Date 441242017 |+ end of the month. ~
[ Allow Sales Documents Commitments
Line | ltem @312 UM 3 Quantity Drdered |3/ &1| Urit Cost £
Description Site ID 23 Quantity Canceled Extended Cost ¥
1] 100G Each 20 2546 A
Gireen Phane 0N 0 $659.20
0 000 $0.00
0.00 $0.00
A
Sublotal $569.20
Remaining PO Subtotal $563.20 Trade Discourt $0.00
Freight 5000 >
Miscellaneous $0.00 >
Lompany Tax ached
Compary Tax Sched COMPANYPUR K o IS
Comment 1D 02| Total 1569.20
4 4 ¥ M PO Number v PO Status | New Fievision| 0 L @ Visuslze workfiow Histor

SharePoint

When the Workflow system is installed, a Workflow web site is created. This web
site is built on Office SharePoint Server or Windows SharePoint Services and can be
accessed with Microsoft Internet Explorer. Workflow administrators and managers
can use this web site to set up the Workflow system, create individual workflows,
and generate reports. Users can use this web site to approve documents, master
records, and batches that are assigned to them.

Microsoft Dynamics Workfiow Welcome CORPAFiank) = | My Site | Mylinks + | @
Workflow web site — y “ Microsoft Dynamics Workflow This Site: Microsoft Dynamics \ Fe)
Home Site Actions ~

View Al Site Content - -
Welcome to Microsoft Dynamics

Tasks ﬂ'
OIS Workflow [,l}’
Reports ) ) Moot
- Workflow is a term that refers to an automated business Windows
My Delegation process. For example, you can set up a workflow to define SharePoint Services
My Alerts Ehi ahpprova\ process for purchase orders or General Ledger
atches.

Administration

7 Recycle Bin A workflow defines how a decument or batch moves through
the systern. It defines who must approve the document or
batch, and the conditions under which they must approve it.

How to get started:

e If you're the workflow administrator or workflow
manager, you can begin setting up workflows by
clicking the Administration link.

s If you're assigned to a task, click the Tasks link to
wiew the documents or batches assigned to you.

WORKFLOW ADMINISTRATOR’'S GUIDE 9
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Outlook

When a document, master record, or batch is assigned to a user for approval, an
e-mail message can be sent to the user. The e-mail message displays information
about the document, master record, or batch and has an Edit this Task link. When
the user clicks this link, a window appears where the user can approve or reject the
document, master record, or batch.

"/l:gn\ = E General Ledger Batch Approval GL10 GL_Clearing - Action Needed - Meszage (HTML) - = X%
) =
= Message L2
LI ¢ = = . A Find &l
3 R x £ Sy ] Safe Lists ~ ? ¥ g ]
= B = & =B B2 | o e~ | S
Reply Reply Forward —Delete Moveto Create  Other Block Fotlunk || Categorize Follow Mark as Send to
o A1l Folder~ Rule Actions+ | Sender - Up~ Unread |« Select™ Oneflote
Respond Adtions Junk E-mail ] Options ] Find Onehote
From: @ Workflow Administrator Sent:  Fri 3/26/2015 2:55 PM
Toi @ Frank
o
Subject: General Ledger Batch Approval GL10 GL_Clearing - Action Needed

Waorkflow Task Information General Ledger Batch Approval GL10 GL_Clearing - Action Needed
Task Information

Subject: General Ledger Batch Appraval GL10 GL_Clearing - Action Needed

ACTION MEEDED: |s Batch a clearing entry?

3/29/2015 11:59:00 PM

GL10 GL Clearing

GL10 GL Clearing

Batch Source = Clearing Entry

Description:
Task Due Date:
Edit this Task:

“iew Document:

Click Edit this Task to
approve or reject the
document, master
record, or batch.

Workflow Step Name:
“iew Workflow History and Status: GL10 GL Clearing

Document Summary Information
Company: Fabrikam, Inc.

Document Type: General Ledger Batch

Batch Origin: GL_Clearing
Batch D GL10

Batch Comment: GL Batch 10
Actual Batch Total: 50,00
Control Batch Total: 40.00
Actual Journal Entries: 2

Contral Journal Entries: 0

Priarity: Mormal

A
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Chapter 2: Workflow architecture

The Workflow system is made up of several software components. The following
information describes these components and shows where they may be installed on

your network.

¢ Architecture overview
¢ Deployment configurations

Architecture overview

The Microsoft Dynamics Workflow system accesses two different types of data. It

accesses accounting data from your Microsoft Dynamics GP databases, such as
purchase orders, sales quotes, master records, and batch information. It also

accesses workflow setup information from your SharePoint databases, such as the

names of approvers and the conditions under which they must approve a

document, master record, or batch.

The following diagram illustrates the Workflow architecture and shows the

software components that are used to access data.

. Microsoft Dynamics GP Outlook Internet Explorer
Clients ) ) .
client client client
\
Workflow Workflow
web service web site
Microsoft Dynamics ¢ ¢
Workflow
Workflow
server components
A A
4 v
SharePoint

Windows Workflow Foundation

i

Y
S

SharePoint data

N
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Web Services for
Microsoft Dynamics GP

T
N

Microsoft Dynamics GP
data

N

1



PART 1

GETTING STARTED

As the diagram shows, the Microsoft Dynamics Workflow system consists of three
main pieces: a web service, a web site, and server components. The Workflow web
service enables employees using Microsoft Dynamics GP clients to interact with the
Workflow server components. The Workflow web site enables employees using
Outlook and Internet Explorer to interact with the Workflow server components.

The Workflow server components contain business logic and communicate with the
SharePoint and Microsoft Dynamics GP databases. These components are installed
on a server running Office SharePoint Server or Windows SharePoint Services and
can communicate directly with the SharePoint databases. The components must use
Web Services for Microsoft Dynamics GP to communicate with the back office
databases.

Deployment configurations

There are several ways the Workflow system can be deployed. The following
information describes the supported deployment configurations and shows where
each software component is installed.

It’s important that you know and understand how the Workflow system is
deployed in your organization so that you can perform maintenance procedures
and help troubleshoot any issues that may arise.

For more information about how the Workflow system is deployed, see the
Workflow Installation Guide.

Single-server configuration

In a single-server configuration, all the server-side components (such as Microsoft
Dynamics GP, Web Services for Microsoft Dynamics GP, Office SharePoint Server or
Windows SharePoint Services, and Workflow) are installed on one server.

This configuration is recommended for testing and demonstration purposes only. This
configuration does not provide the best security or performance.

Employee Workstation

- Microsoft Dynamics GP
- Outlook
- Internet Explorer

. Employee Workstation
Back Office Server
- Outlook

- Microsoft SQL Server® - Internet Explorer

- Microsoft Dynamics GP

- Web Services for Microsoft
Dynamics GP

- SharePoint

- Workflow

12 WORKFLOW ADMINISTRATOR'S GUIDE



CHAPTER 2 WORKFLOW ARCHITECTURE

Separate web server configuration

The separate web server configuration consists of two servers. The back office
server hosts your Microsoft Dynamics GP database and your Office SharePoint
Server database or Windows SharePoint Services database. The web server hosts
Web Services for Microsoft Dynamics GP, Office SharePoint Server or Windows
SharePoint Services, and Workflow.

This configuration provides better security and performance than the single-server

configuration.
Employee Workstation
- Microsoft Dynamics GP
- Outlook
8 - Internet Explorer
S
D

L. Employee Workstation
Back Office Server Application Server

) . - Outlook
- SQL Server Web Sgrwces for Microsoft - Internet Explorer
) . Dynamics GP
- Microsoft Dynamics GP .
. SharePoint datab - SharePoint
arePoint databases . Workflow

WORKFLOW ADMINISTRATOR’'S GUIDE 13



PART 1 GETTING STARTED

Multiple web server configuration

The multiple web server configuration consists of one back office server and two or
more web servers. The back office server hosts your Microsoft Dynamics GP
database and your Office SharePoint Server database or Windows SharePoint
Services database. The web servers host Web Services for Microsoft Dynamics GP,
Office SharePoint Server, and Workflow.

Of the three configurations described in this section, the multiple web server
configuration provides the best security and performance.

Web Server

- SharePoint
-+ Workflow

Employee Workstation
- Microsoft Dynamics GP

- Outlook
- Internet Explorer

/
W

Web Server . Outlook

- Internet Explorer

Back Office Server

- Web Services for Microsoft
- SQL Server D ics GP
- Microsoft Dynamics GP ynamics
- SharePoint databases Web Server
- SharePoint
- Workflow

14 WORKFLOW ADMINISTRATOR'S GUIDE
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Part 2:

Workflow basics

The following information explains some key concepts and terms you’ll need to
understand to set up and maintain the Workflow system.

Chapter 3, “Workflow types,” describes the different kinds of workflows you
can create.

Chapter 4, “Workflow participants,” helps you understand who is involved in
the Workflow system.

Chapter 5, “Workflow security,” describes how security is managed on the
Workflow web site and in Microsoft Dynamics GP.

Chapter 6, “Workflow actions,” explains the actions originators and approvers
can take on a document, master record, or batch.

Chapter 7, “Workflow tasks,” provides an overview of tasks, including
information about when they are created and how they can be reassigned to
other users.

Chapter 8, “Workflow status and priority,” explains the statuses and priorities
given to documents, master records, and batches in the Workflow system.

Chapter 9, “Workflow examples,” provides examples that show the many ways
a workflow can be designed and structured.
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There are seven types of workflows you can create. The following information

describes each type of workflow.

Purchase order approval
Sales quote approval

Workflow types

Customer credit limit override approval

Vendor approval
General Ledger batch approval

Payables Management batch approval

Receivables Management batch approval

Employee onboard approval
Employee personnel approval
Electronic signatures workflow

Purchase order approval

A purchase order approval workflow is used to gain approval for purchase orders

before they are processed. Users can submit purchase orders for approval in the

Purchase Order Entry window in Microsoft Dynamics GP.

Users can submit
purchase orders for
approval in the Purchase
Order Entry window.

After purchase orders are approved, you can process them according to your

2] Mot Submited
Fle Edit Tools Wew Options  Help sa Fabrikam, Inc, 4122017
I Saveforlster | Submit for Approval | | Actions = | BB~ 5 wokfiow Histary
Type Standard v Vendor 1D ADVANCEDOODT EEE
PO Number PO2075 0] Name Advanced Office Systers
Buger D =] Cuntency I ZUs§ FINE
Date 4nzm7 EE
[ Allow Sales Dacuments Commitments
Line | ltem e R [ Guanty Odered |32 Unit Cast (&
Description Sits 1D |21 quantity Canceled Extanded Cost ¥
1[ 1432614 Each 2 $15.00000 A
Mulli Core Processar 0N 0 $32.000.00
o] 0.00 $0.00
0.00 $0.00
~
Subtotal $32,000.00
Fiemaining PO $ubtatal I $32,000.00 Trade Discount 3000
Frsight 000 >
I 000
Company Tax Sched | COMPANYPUR PN T :D o :
Comment 1D I O+ T $32.000.00
M4 b b PO Number v PO Statuz | New Revision| 10 @

company’s business practices. For example, you can print them and receive
shipments.

Purchasing > Purchase Order Enhancements).

WORKFLOW ADMINISTRATOR’'S GUIDE

Before you can use this workflow, you must clear the Activate Approvals check box in the
PO Enhancements Setup window (Microsoft Dynamics GP menu > Tools > Setup >
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Sales quote approval

A sales quote approval workflow is used to gain approval for sales quotes before
they are processed. Users can submit sales quotes for approval in the Sales
Transaction Entry window in Microsoft Dynamics GP.

0 CoX
2] Not Submitted
s Ele Edt Tools Wiew Options  Additional  Help sa Fabrikam, Inc, 4/12/2017
Users can submit sales . :
! I Seveforlater | Submit for Approval | Actions ~ | BB~ & wokiow Histoy
quotes for approval n Tupe/Type ID Quole v|sTo0TE O bpae anzz0n? @
the Sales Transaction Document No. QTESTI025 [RE) BatchID SALES OUDTES BRE)
3 Customer ID AARONFITO0M = Defaul Site ID WAREHOUSE x|
Entry window. Customer Name ‘Aaron Fiz Electica | Customer FO Number
Ship To Address WAREHOUSE [ 11403 45 5t South [#]  Curenoyip zUs$ [WE)|
Line Items by Drder Entered [~
lem Humbes " a|als] |o o |24 Quantty Quated ||/ | Unit Price Extended Price
1432614 [l Each 1 2000000 $20.000.00 ~
[m] 0 $0.00 $0.00
| Sublotal $20,000.00
| Trade Discount $0.00] 3
OnAccount $21.400.00 i :g gg :
S I Tar 140000 >
[ Hoids ][ UserDefiped [ commissions | Tatal $21.400.00
[1€ 4y v [by Document Ho ] Document Status @

After sales quotes are approved, you can process them according to your company’s
business practices. For example, you can transfer them to orders.

Customer credit limit override approval

A customer credit limit override approval workflow is used to gain approval for
orders, fulfillment orders, and invoices that exceed the set credit limits for
customers. Users can submit documents that require credit limit override approval
in the Sales Transaction Entry window in Microsoft Dynamics GP.

o Sl
2] Mat Submited
Users can Submlt Sales Ele  Edt Iools  View Options  Additionsl  Help sa Fabrikam, Inc. #/12/2017
. I Saveforlater | Submit for Approval | Actions = | T3~ & | workllow History
documents that require
R ) TypesType D! Order ~ | STDORD [0 bee 4n2/0m7 EIE
credit limit override approval Documert Ho ORDSTZ232 R Bateh ID 50F ORDERS =ER]
. . Customer 1D ADAMPARKOODT =B Defaul Site ID WAREHOUSE =)
in the Sales Transaction Cutomertlans | Aden Ptk Feson Gustomes PO Mo
- Ship Ta Addiess PRIMARY 4 Suite 9876 t3 Cunency 1D ZUs 2+
Entry window. s = Bl CaeD Dl
Line Items by Order Entered [+
Itom Number @+ [oludm |22 0 Oidered |3/ init Price Extended Piice
1832614 [[Each 10 $20,000.00 $200,000.00 A
[m] ] $0.00 $0.00
Amount Ressived $0.00] ] Subtotal $200/000.00
| Tradk Discount 000 >
On Account $214,000.00 ;E‘Q“I“ zggg :
iscelaneous
CommentID Q0] Tar $14,00000 >
[ Holds ][ UserDefiged [_comnissions | Total $214,000.00
[14 4 » »I |byDocument No v Docurent Status vy

After these documents that exceed credit limits are approved, you can process them
according to your company’s business practices.

Before you can use this workflow, you must remove the password from the Exceed Credit
Limit field in the Receivables Management Setup window (Microsoft Dynamics GP
menu > Tools > Setup > Sales > Receivables).
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Vendor approval

Users can submit vendor
records that require
approval in the Vendor
Maintenance window.

A vendor approval workflow is used to gain
modified vendor records. Users can submit v

ER 3 WORKFLOW TYPES

approval for new vendor records and
endor records that require approval in

the Vendor Maintenance window in Microsoft Dynamics GP.

B Vendor, Maintenance E]|§|@
|Z] Mot Submited
Elle Edit Tools ‘View  Options  Help sa Fabrikam, Inc, 4/12/2017
I Soveforlater | Submit for Approval | % Delete | [ wiite Letters | SF | workflow History w

Vendor ID__ || E0) T Haid Status: Actives v
Name ‘
Short Name I Class 1D 2
Check Mame |
Prirmary Address:
Adchess 1D [E 8]
Cortact Phaone 1 (000) 000-0000 Ext. 0000
Address Phare 2 (000) 0000000 E«t. 0000

Fhore 3 (000) 0000000 Ext. 0000

Fax (000) 000-0000 Ext. 0000
City
State Tai Scheduls 2
2P Code Shipping Method =]
Country Code ‘Q UPS Zone ‘
Country
Address 1Dy “Wendar Account | ‘
Purchase ]
Remit To [ Comment 1 [ |
Ship From = Comment 2 | ‘

Options H Address ][ Accounts ” Project ]

14 4 » p|by¥endar D v iy @

After the vendor records are approved, you c
company’s business practices.

General Ledger batch approval

Users can submit General
Ledger batches for approval
in the Batch Entry window.

A General Ledger batch approval workflow i

an process them according to your

s used to gain approval for General

Ledger batches before they are posted. Users can submit General Ledger batches for
approval in the Batch Entry window in Microsoft Dynamics GP.

m Batch Entry E”E‘E‘

2] Mot Submitted
File

Edt  Tools Help

Save for Later

| Submit for Approval | & Clear | X Delete |47 Post | & ‘workflow Histary

sa Fabrikam, Inc. 4/12(2017

BATCH100 0

| General Ledger batch

Eatch ID

Comment

Origin.

General Entry

Single Use -

Frequency: [ Break Dawn Allocatio

"

Last Date Posted | 0/0/0000
Times Posled [ 0
Control Actul
JoumnalEnties | 2| 0
Eatch Total | £1.000.00 | $0.00 |
44 b K @

After General Ledger batches are approved, you can post them.

Before you can use this workflow, you must turn off the batch approval feature in Microsoft
Dynamics GP. To do so, open the Posting Setup window (Microsoft Dynamics GP menu
> Tools > Setup > Posting > Posting) and select the Financial series. Clear the Require
Batch Approval check box for the General Entry and Clearing Entry origins.

WORKFLOW ADM
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Payables Management batch approval

A Payables Management batch approval workflow is used to gain approval for
Payables Management batches before they are posted. Users can submit Payables
Management batches for approval in the Payables Batch Entry window in Microsoft

Dynamics GP.
B payables Batch Entry @|§\@
2] Mot Submittsd
Users can submit Payables He ot Teds ek 22 Fabrka, I, /1202017
Management batches for [ SaveforLater | Submit for Approval | & Clear | % Delete S | Workflow History
approva/ in the Payab[es BatchID BATCH100 || Origin: Payables Trx Entry
! Comment Papables Management batch
Batch Entry window.
Frequency: Single Use v Pasting Date 41202017 ]
CheckbookID  [UPTOWNTAUST |3
Tirves Posted Last Date Pasted
Gl Actus!
Trarsastions 2
Batch Total $1.000.00 .00
KX L@

After Payables Management batches are approved, you can post them.

Before you can use this workflow, you must turn off the batch approval feature in Microsoft

Dynamics GP. To do so, open the Posting Setup window (Microsoft Dynamics GP menu
> Tools > Setup > Posting > Posting) and select the Purchasing series. Clear the
Require Batch Approval check box for the Payables Trx Entry, Payment Entry, and

Computer Checks origins.

Receivables Management batch approval

A Receivables Management batch approval workflow is used to gain approval for
Receivables Management batches before they are posted. Users can submit
Receivables Management batches for approval in the Receivables Batch Entry
window in Microsoft Dynamics GP.

Users can submit
Receivables Management
batches for approval in the
Receivables Batch Entry
window.

m Receivables Batch Entry E‘E‘@

2] Mot Submitted

Fle  Edt

Save for Later

Batch D
Commert

Frequency:

Times Posted

Tranzactions
Batch Total

4 r M

Tools  Help sa Fabrikam, Inc. 4/12/2017
Submit for Approval | & Clear | ¥ Delete |47 Post 5p | Workflow History
BATCH100 =0 Origin Transaction Entry
Fieceivables Management batch
Single Use v Posting Date 4112/2017 i
Checkbook D UPTOWN TRUST o
Last Date Posted
Contral Actual
2
$1.000.00
@

After Receivables Management batches are approved, you can post them.

20
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\ 1, Before you can use this workflow, you must turn off the batch approval feature in Microsoft
()~ Dynamics GP. To do so, open the Posting Setup window (Microsoft Dynamics GP menu
> Tools > Setup > Posting > Posting) and select the Sales series. Clear the Require
Batch Approval check box for the Receivables Sales Entry and Receivables Cash
Receipts origins.

Employee onboard approval

An employee onboard approval workflow helps you manage the process of
onboarding a new employee. Users can submit employee records that require
additional onboarding steps in the Employee Maintenance window in Microsoft

Dynamics GP.
U b . I B Employee Maintenance EHE\E‘
sers can su mlt emp Oyee |Z| Pending Approval Complete... Reject... Request Change.. Delegate.. Wiew Action
records for approval or Ble  Edt ook Hep sa Fabrikam, Inc. 4(12/2017
additional onboarding steps B Save for Later &L Clox (] wie Letths S 0~ | wordkow Histo
in the Employee Employee D ROBINDODT a0 ® sa
Maintenance window. Last N Rob ]
fe Same e Address 1D PRIMARY FHE;
First David = |
Middle ess Mew emplopss
Sulfix 04/12/2017
Soc Sec Number | 993-99-9339
City
Senionity Date 00/00/0000 State
Hire Dals 00/00/0000 @ ZIPCods County
Adjusted Hire Date | 00/00/0000 B Counly
Last Day Warked 00/00/0000 @ Phonel (000 D00-0000 Ext 0000
Phane 2 000) 000-0000 Ext, 0000
Fhone (000 D00-0000 Ext. 0000
GUTA Gitate 5]
Workers' Comp =
[ Additionsl Postions || Human Resaurces | Address || addiional intormation [ vacssick |
4 4 » # | byEmployee D v L) @ | 5 isuslize Workflow Histors

After the employee onboard approval process is complete, you can include the
employee in payroll builds.
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Employee personnel approval

An employee personnel approval workflow helps you manage the process of
making changes to employee records. Users can submit changed employee records
that require additional steps in the Employee Maintenance window in Microsoft
Dynamics GP.

B Employee Maintenance

EEX

Users can submit changed -
|2 | Mot Submitted
employee records for Ble Edt Ioos Hep sa Fabrikam, Inc. 412/2017
additional steps in the B Sasforlster | Submitfor Approval | £ Clar X Delste [W] ‘ite Letters Sh 0~ | workiow History P
Employee Maintenance Emplayee ID ROBINDDDT a0 Chass D QO nacive
window. Last Name Robinson o i
First David ﬁ 2
Middie =
Sufix
Soc Sec Number 999-93-9933
City
Seniority D ate State
Hire Date: 00/00/0000 2] ZIP Code County
Adjusted Hire Date @ County
Last Day Worked it Phane 1
Phane 2
Phone 3
Secondary Status Q )
D
SUTA State = Leen e
i o Qa Department | SALES 51
Position SALEST Il
Evpoyment Typs: [Pl Tine Fregiar [ -cocatin 4
Supsrvisor )
l Additional Positions ][ Human Resources ][ Address ]l Additional | nfarmatian ][ Wac/Sick ]
4 4 » pl | byEmployes D hd L @ | 5 visuslize Workflow Histors

After the employee personnel maintenance process is complete, you can view the
new information in Microsoft Dynamics GP.

Electronic signatures workflow

An electronic signature approval workflow enables people to approve a change that
requires an electronic signature by using the Microsoft Dynamics Workflow site,
instead of approving it within Microsoft Dynamics GP. The Electronic Signatures
Workflow workflow type applies to records that are submitted for electronic
signatures. When a change is made that causes the Signature Entry window to
open, the user can submit the change for workflow approval. The workflow task
appears on the Microsoft Dynamics Workflow site, where an authorized person can
approve it.

Users can submit changes

for electronic signatures in 34 kot | Cancel @
the Remote Sign window.

Users far signing
User ID

Desciiption
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Workflow participants

The following information explains who the participants are in the Workflow
system.

Workflow administrator
Workflow manager
Originator

Approver

Delegate
User with read-only access

Workflow administrator

The Workflow administrator is the person who sets up and maintains the Workflow
system. The Workflow administrator has access to all pages on the Workflow web
site and can perform all tasks.

By default, the user who installed the Workflow system is automatically given
Workflow administrator privileges.

If you are a Workflow administrator, you can give other users Workflow
administrator privileges. To do so, use the following steps to add the users to the
Microsoft Dynamics Workflow Administrator group in Office SharePoint Server or
Windows SharePoint Services.

1. Go to the Workflow web site.

2. Click Site Actions > Site Settings. The Site Settings page is displayed.

3. Click People and groups. The People and Groups: All People page is displayed.

4. Click Groups on the Quick Launch. The People and Groups: All Groups page is
displayed.

5. Click the Microsoft Dynamics Workflow Administrator group. The People
and Groups: Microsoft Dynamics Workflow Administrator page is displayed.

6. Click New > Add Users. The Add Users: Microsoft Dynamics Workflow page is
displayed.

7. Enter the names of the users you want to add to the group.
8. Inthe Give Permission area of the page, be sure the Add users to a SharePoint
group option is marked and Microsoft Dynamics Workflow Administrator

[Full Control, Limited Access] is selected in the list.

9. If you want to send e-mail messages to the users to let them know they’ve been
added to the group, select the Send welcome e-mail to the new users option.

10. Click OK.

For more information about the Microsoft Dynamics Workflow Administrator
group, see Chapter 5, “Workflow security.”
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Workflow manager
By default, there are several different types of workflows:

¢ Purchase order approval

* Sales quote approval

e Customer credit limit override approval
* Vendor approval

* General Ledger batch approval

e Payables Management batch approval

* Receivables Management batch approval
¢ Employee onboard approval

e Personnel maintenance approval

* Electronic signatures

A workflow manager can create and configure a particular type of workflow. For
example, suppose you name your purchasing manager, Ann, as the workflow
manager for the purchase order approval type. This means Ann can create and
configure purchase order approval workflows. She can also act on (that is, approve
or reject) any purchase order in the company, regardless of who the purchase order
is assigned to.

When you set up the Workflow system, you'll specify a manager for each type of
workflow. For more information, see Select the workflow types you want to use on
page 55.

Each manager is automatically added to the Dynamics GP <Workflow Type>
WorkflowManager group in Office SharePoint Server or Windows SharePoint
Services. For more information about this group, see Chapter 5, “Workflow

security.”

Originator

The originator is the person who submits a document, master record, or batch for
approval. For example, in the following workflow illustration, Sam is the purchase
order originator.

Sam
submits a
purchase
order.

@7
Frank

@7
Sue

@7
Ann

Must approve if
greater than
$1,000.

P Must approve if
greater than
$5,000.

P  Must approve if
greater than
$10,000.

You'll specify who the originators are when you create and configure a workflow.
For more information, see Select originators on page 61.

Each originator is automatically added to the Dynamics GP <Workflow Type>
WorkflowOriginator group in Office SharePoint Server or Windows SharePoint
Services. For more information about this group, see Chapter 5, “Workflow

security.”
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Approver

The approver is the person responsible for reviewing a document, master record, or
batch. If the approver approves the document, master record, or batch, it will move
on to the next step in the workflow, if necessary. If the approver rejects the
document, master record, or batch, the workflow approval process stops.

In the following workflow illustration, Frank, Sue, and Ann are approvers.

F Sue Ann

Sam rank

submits a
purchase
order.

Must approve if
greater than

Must approve if
greater than

Must approve if
greater than

$1,000. $5,000. $10,000.

You'll specify who the approvers are when you create and configure each workflow
step. For more information, see Select approvers on page 74.

Each approver is automatically added to the Dynamics GP <Workflow Type>
WorkflowApprover group in Office SharePoint Server or Windows SharePoint
Services. For more information about this group, see Chapter 5, “Workflow

security.”

Delegate

A delegate is a person who can act on a workflow task on behalf of someone else. For
example, if an approver will be out of the office for a period of time, the approver
can delegate his or her tasks to another approver in the workflow.

For example, if Sue will be on vacation for a couple of weeks, she can delegate her
tasks to Frank or Ann.

F Sue Ann

Sam rank

submits a
purchase
order.

Must approve if
greater than
$1,000.

Must approve if
greater than
$5,000.

Must approve if
greater than
$10,000.

Approvers can specify who their tasks should be delegated to on the Workflow User
Delegation page. For more information, see Delegate tasks on page 80.

Each delegate is automatically added to the Dynamics GP <Workflow Type>
WorkflowDelegate group in Office SharePoint Server or Windows SharePoint
Services. For more information about this group, see Chapter 5, “Workflow

security.”

WORKFLOW ADMINISTRATOR’'S GUIDE
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User with read-only access

You can give a user who is not involved in a workflow the ability to view
documents, master records, or batches submitted to the Workflow system. A user
with read-only access can view documents, master records, or batches in the
Documents area of the Workflow web site.

Microsaft Dynamics Workflow ‘welcome CORPAENenT = | @

y “ Microsoft Dynamics Workflow This List: Purchase Order Appr . 2]

Home

| Microsoft Dynamics WorkFlow = Purchase rder Approwal Documents (Fabrikam, Inc,)
i@l Purchase Order Approval Documents (Fabrikam, Inc.)
Yiew All Site Content List ko hald Purchase Order document types ko perfarm workflow against For Fabrikam, Inc..
A user with read_only access can Tasks Mew + | Actions = | Sattings v wiew: | All Ttems -
—| Documents
- Record 1D Approval Skatus
view documents, master records, e - i
. = ompletes

or batches in the Documents Py B PoZO7S Completed
area My A_Ie_rts - POZOTE Completed
Administration - Completad
2/ Recycle Bin FoZOTE Completed
PO2079 Completed
POZOB0O Completed
POZ0B1 In Progress
POZ20G2 In Progress
PO20B3 In Progress
POZOB4 In Progress

For example, assume your warehouse manager, Ellen, is not part of the purchase
order approval workflow. However, Ellen needs to view purchase orders so that she
can prepare for shipments that will be arriving in the warehouse. You can give Ellen
read-only access to purchase orders submitted to the Workflow system.

You'll specify who has read-only access when you:

¢ Configure a workflow. For more information, see Give read-only access on
page 61.

e Configure a workflow step. For more information, see Specify when to send
carbon copies on page 75.

Each user will be automatically added to the Dynamics GP <Workflow Type>
WorkflowCarbonCopies group in Office SharePoint Server or Windows SharePoint
Services. For more information about this group, see Chapter 5, “Workflow

security.”
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The following information explains how security is managed on the Workflow web
site and in Microsoft Dynamics GP.

e Security on the Workflow web site

e Security in Microsoft Dynamics GP

Security on the Workflow web site

Security on the Workflow web site is determined by the SharePoint group you

belong to.

The Microsoft Dynamics Workflow Administrator group is the only group you should

A manually assign users to. Users are automatically assigned to the other groups when you
configure a workflow. For information about how users are added to each SharePoint group,
see Chapter 4, “Workflow participants.”

The following table lists the groups that are used with Workflow and the security
privileges granted to each group.

SharePoint group

A user in this group can...

Microsoft Dynamics Workflow Administrator

Specify a manager for each type of workflow

Configure the workflow calendar

Create a workflow of any type

View all workflow tasks

Act on any workflow task (regardless of who the task is assigned to)
View all documents, master records, and batches

Generate reports about the Workflow system

Configure his or her workflow alert message settings

Delegate his or her workflow tasks

Dynamics GP <Workflow Type> WorkflowManager

Create workflows of the specified type

View all tasks associated with the workflow type

Act on any task associated with the workflow type (regardless of who the task
is assigned to)

View all documents, master records, or batches associated with the workflow
type

Generate reports that display data associated with the workflow type
Configure his or her workflow alert message settings

Delegate his or her workflow tasks

Dynamics GP <Workflow Type> WorkflowQOriginator

Submit documents, master records, or batches associated with the workflow
type

View all tasks associated with the workflow type

View all documents, master records, or batches associated with the workflow
type

Configure his or her workflow alert message settings

Delegate his or her workflow tasks

Dynamics GP <Workflow Type> WorkflowApprover

Dynamics GP <Workflow Type> WorkflowDelegate

Submit documents, master records, or batches associated with the workflow
type

View all tasks associated with the workflow type

Act on tasks assigned to him or her

View all documents, master records, or batches associated with the workflow
type

Configure his or her workflow alert message settings

Delegate his or her workflow tasks

Dynamics GP <Workflow Type> WorkflowCarbonCopies

View all documents, master records, or batches associated with the workflow
type
Configure his or her workflow alert message settings
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Frank’s security
role gives him
access to the —
Purchase Order
Entry window.
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Each group name is followed by a company ID. For example, if Fabrikam has a company ID
of 1, purchase order approvers will belong to the Dynamics GP Purchase Order Approval
WorkflowApproverl group.

Security in Microsoft Dynamics GP

Security in Microsoft Dynamics GP is determined by your Microsoft Dynamics GP
security role and SharePoint group.

Microsoft Dynamics GP security role Access to windows, reports, and
accounting data in Microsoft Dynamics GP is determined by your security role. For
example, a user assigned to the Purchasing Manager role has access to the Purchase
Order Entry window.

SharePoint group The ability to perform a workflow action is determined by
the SharePoint group you belong to. Here’s how it works:

1.  When you choose to perform a workflow action, such as approving or rejecting
a document, the system will determine what your Microsoft Windows® user
account is (that is, the user account you entered when logging on to the
computer).

2. The system will determine which SharePoint groups are allowed to perform the
action. (For a list of actions each group can perform, see Security on the Workflow

web site on page 27.)

3. Using your Windows user account, the system will determine if you belong to
the SharePoint groups that are allowed to perform the action.

For example, assume that your Purchasing Manager, Frank, has logged on to
Microsoft Dynamics GP. Because Frank is assigned to the Purchasing Manager role,
he can access the Purchase Order Entry window. Because Frank is also a member of
the Dynamics GP Purchase Order Approval Workflow Approver group, he will be
able to approve or reject the purchase orders assigned to him.

B Purchase Order Entry Eli‘g‘ Frank’s SharePoint

|£] Pending Approval by CORPSFrank,) dus 4/2/2007. Appiove Reject Fequest Change Delzgate — group a”o ws h[m to
File Edt Tools  Wiew  Options  Help sa Fabrikam, Inc, 4j12j2017 act on purchase
I Save for Later Actions = ~ 5B workilow History w
L af orders.
‘r: CORP\SamW
Type Standard - ‘endor D ADVANCEDOO0 SEIES
PO Number PO2075 =] M arne Advanced Dffice Systens 343142007
Buer [0 QD CurerculD Z05% SN 1f possible, | would like ta
have these items by the
Dats 41272017 = > end of the month @
[] Allow Sales Documents Commitments
Line | ltem @[30 >|U ofM .3 Quantity Ordered (/%] Unit Cast 2
Description Site D 3] Quantity Canceled Extended Cost ¥
1[100:LG Each 20 $28.46 &
Green Phone o1 [t} $569.20
1} 0.00 $0.00
0.0o 30,00
v
Subtatal $569.20
Remaining PO Subtotal $569.20 Trade Discount $0.00
Freight $0.00 %
Miscel $0.00 3
Company Tax Sched COMPANYPUR QD T::E e simls
Comment 1D 0% Tota $669.20
14 4 » » |PONumber - PO Status | Mew Revision a L @ 7 Visuslize Workflow Histor
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submits a
purchase

Workflow actions

A workflow approval process involves two main groups of people: the originators
and the approvers. For example, in the following purchase order workflow, Sam is
the originator and Frank, Sue, and Ann are the approvers.

Sam

order.

2.
Frank Sue
Must approve if P Must approve if
greater than greater than
$1,000. $5,000.

Ann

P Must approve if
greater than
$10,000.

The following sections explain the workflow actions that originators and approvers
can take on a document, master record, or batch.

*  Actions an originator can take

*  Actions an approver can take

*  How an approver can act on a document, master record, or batch

Actions an originator can take

The originator uses these
buttons to submit the o
document or save it.

The originator starts the workflow approval process by submitting a document,

master record, or batch for approval. The originator does this in Microsoft
Dynamics GP. For example, to submit a purchase order, the originator will use the

Purchase Order Entry window. To submit a master record, the originator will use

the Vendor Maintenance window. To submit a General Ledger batch, the originator
will use the Batch Entry window.

These windows have buttons that enable originators to submit the document,

master record, or batch, or save it.

B purchase Ornder, Entry: E”E‘E‘

2] Mot Submitted

Save for Later

Submit for Approval

Actions =

Type: Standard b “Wendor D ADYAHCEDOOM
PO Murber PO2075 4/ Mame Advanced Office Systems
Buyer ID ] Cunency 10 ZUs
Date 4n2/2017 i
[ Allow Sales Documents Commitments
Line | ltem (o] imIENTTT] ) Quantity Drdered [1E Unit Cost
Descriplion Site 10 307 Quantiy Canceled Entended Cost
11432614 Each 2
Multi-Core Processor o1-N 1}
0 0.00
0.00
Subtotal
Remaining PO Subtotal $32,000.00 Trade Discaunt
Freight
Miscell
Company Tat Sched COMPANYPUR [ - earen
ax
Comment 1D 0> Total
14 4 » »l|PO MNumber b PO Status | New FRievision o

sa Fabrikam, Inc, 4/12/2017

@' 5 “whorkflow History w
O+
SR/

¥ K| »

$16.000.00
$32,000.00
$0.00
$0.00

~

$32.000.00
$0.00
$0.00 | >
$0.00
$0.00

$32.000.00

dhd
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Submit for approval

When the originator submits the document, master record, or batch for approval,
the Workflow system evaluates the document, master record, or batch and
determines if it requires approval. If so, the document, master record, or batch is
assigned to the appropriate approver with a status of Pending Approval.

If the Workflow system determines that the document, master record, or batch does
not require approval, the document, master record, or batch is given a status of No
Approval Needed.

Save for later

When the originator saves the document, master record, or batch, any changes
made to the document, master record, or batch are saved. The document, master
record, or batch is not submitted for approval; the originator can submit it at a later
time.

Actions an approver can take

When a document, master record, or batch is assigned to an approver, the approver
can take one of the following actions.

The following information applies to workflow steps that have a single approver. If there are
multiple approvers for a step, see Select approvers on page 74 to understand how the action
an approver takes affects the workflow approval process.

Approve

When an approver approves a document, master record, or batch, the document,
master record, or batch is assigned to the next approver in the workflow, if
necessary. If no additional approval is required, the document, master record, or
batch is given the status of Approved and the workflow approval process is
complete.

For example, suppose Sam submits a purchase order for $6,000. In this scenario, the
purchase order must be approved by Frank and Sue. When Frank approves the
purchase order, it is assigned to Sue for approval. When Sue approves the purchase
order, it is given the status of Approved, and the workflow process is complete.

Frank Sue Ann

Sam
submits a

purchase Must approve if P Must approve if P Must approve if
order greater than greater than greater than
' $1,000. $5,000. $10,000.
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Reject

When an approver rejects a document, master record, or batch, the document,
master record, or batch is given the status of Rejected and the workflow process is
complete.

For example, using the workflow previously shown, suppose that Sam has
submitted a purchase order for $12,000 and that it is assigned to Sue. When Sue
rejects the purchase order, it is given the status of Rejected and the workflow
process is complete.

Sam can resubmit the purchase order, with or without changes. If Sam resubmits the
purchase order, a new workflow process starts at step 1.

Delegate

When an approver delegates a document, master record, or batch, the document,
master record, or batch is assigned to another approver in the workflow.

For example, using the workflow previously shown, suppose that Sam has
submitted a purchase order for $12,000 and that it is assigned to Frank. Frank then
delegates the purchase order to Ann.

Ann will then act on behalf of Frank. This means that if Ann approves the purchase
order, it will be assigned to Sue for approval—just as if Frank had approved it. Once
Sue approves the purchase order, it moves on to Ann for approval.

In order for an approver to delegate a document, master record, or batch, the Allow
approver to manually assign workflow tasks to someone else check box on the
Configure Workflow page must be selected. For more information, see Indicate whether
approvers can manually delegate tasks on page 63.

Request change

When an approver requests a change to a document, master record, or batch, the
document, master record, or batch is given the status of Pending Changes and the
workflow process is complete. The originator, however, can make changes and
resubmit the document, master record, or batch for approval.

For example, using the workflow previously shown, suppose that Sam has
submitted a purchase order for $12,000 and that it is assigned to Sue. When Sue
requests a change, the purchase order is given the status of Pending Changes and
the workflow process is complete.

Sam can resubmit the purchase order, with or without changes. If Sam resubmits the
purchase order, a new workflow process starts at step 1.
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How an approver can act on a document, master
record, or batch

An approver can act on a document, master record, or batch using Microsoft
Dynamics GP, SharePoint, or Outlook.

Microsoft Dynamics GP

In Microsoft Dynamics GP, approvers can act on documents, master records, and
batches using entry windows and lists.

Approvers can use entry windows to act on a specific document, master record, or
batch. For example, an approver can approve a specific purchase order using the
Purchase Order Entry window.

B purchase Orde
2] Pending Approvsl by CORPAFrank.) dus 4/2/2007 Approve | | Reiect | | Request Change | | Delegate An approver can acton
Fe & Tok Vow Cptns o = Fabrkar, i Sz a purchase order using

B Save for Later | | | hctions ~ | ES~ &b workliow History « the Purchase Order

b CORP\SamW H
Type: Standard v Yendor D ADVANCEDDODT FIEE Entry window.
PO Number FO2075 =] Name Advanced Dffice Systems 3/31/2007
Buer [0 =)0 Curency 1D ZUs3 [FIEE ! ;fﬂ;'gm‘ﬂ;:éw
Date 4hzamz H|» end of the month

[ Allow Sales Documents Commitments

Line | ltem [T TeFR0[3 uetm [ 3 Quantiy Ordered |12 Ui Cast [
Description Site ID 22|03 Quantity Canceled Extended Cost |¥

1 100G Each 20 $20.45 A~
Green Phane [OE] ] $569.20
[ 0.00 $0.00
0.00 $0.00

v
Subtotal 569,20
Remaining PO Sublotal [ $569.20 Trade Discount $0.00

Freight $0.00| 3
i 0.00

Company Tas Sched TR U s o
Comment ID [ A+ Toa $565.20

4 4 » »|PONumber v PO Status | New Fevison| 0] {p @ = Yisuslize Workflow Histor

By clicking the Approve

option, the selected

Approvers can use lists to act on several documents, master records, or batches at
one time. For example, an approver can approve multiple purchase orders at one
time using the All Purchasing Transactions list.

@U' Home » Purchasing b &ll Purchasing Transactions

documents in the list will
be approved at the same
time.

Purchasing
ijurchasing
[i=]vendars
[ =)l Purchasing Transactions —
[ Payables Transactions F Ml Purchasing Tramsactions (read ory) ~ Hide Options (4)
I+ []Purchase Crder Transactions Shaw results
& [ElPayables Batches & AddFiter ¥
[Elrepert List r Date Document Type Document Mumber Vendor Name Amount ~
02 anezjzoiz Standard PO2076 Business Equipment Center $64,000.00 —
2] #tzjz01r Standard FO2077 Central Cellular, Tnc. 426,90
[BIEGHEDY Standard PO2078 Merit System $839.60
2] #tzjz01r Standard FO2073 Advanced Ofice Systems 28,46
[BIEGH Standard PO2080 Assaciated Insurance Inc. $100.00
‘
O & 4nzfeor Standard PO2082 Premier System, Inc. $304.20
O &) 4nzpz017 Standard FO2063 Bloomington County 456,30
O & 4nzjeor Standard PO2084 Signature Services $270.00
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SharePoint

Approvers can use their web browsers to access the Workflow web site, which is
built on SharePoint. Using this web site, approvers can view and act on the
documents, master records, and batches assigned to them.

Microsoft Dynamics Workflow Welcome CORPAFrank) = | @
“ Microsoft Dynamics Workflow

-~
Home

Microsoft Dynamics WorkFlow = Purchase Order Approval Tasks {Fabrikam, Inc.) » Purchase Order Approval PO2074 - Approval Meeded

Purchase Order Approval Tasks (Fabrikam, Inc.) : Purchase Order Approval PO2074 -
Approval Needed

¥ Delete Ttem

4 This workflow task applies to PO2074.

Your approval is requested on PD2074
From: System Account

Type comments to incude with your response:

™ Update new due days
pue e The approver can act
[ approve  |[_Reiet  J[ Delegste.. [ RequestChange [ Cancel | ‘— on the document using

SharePoint.
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Click Edit this Task to
approve or reject the
document, master
record, or batch.
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Outlook

When a document, master record, or batch is assigned to a user for approval, an
e-mail message can be sent to the user. The e-mail message displays information
about the document, master record, or batch and has an Edit this Task link. When
the user click this link, a window appears where the user can approve, reject,
delegate, or request a change to the document, master record, or batch.

’EE;‘\ =] @« ¥ 3 General Ledger Batch Approwval GL10 GL_Clearing - Action Needed - Message (HTML) - B X
= Message (@)
L RA@F KA D e B TR I, 0
Reply Reply Forwsrd | Delete Moveto Creste Other || Block Mot Junk | Categorize Follow Mark as Send to

to Al Folder = Rule Actions™ | Sender - Up~ Unread | k¢ *lect™  onenote
Respond Adtions Junk E-mail = Optians {E] Find Onehate

Fram: @ Workflow Administrator Sent: Fri 3/26/2015 2:55 PM

Ta: @ Frank

co

Subject: Gereral Ledger Batch Approval GL10 GL_Clearing - Action Meeded

-

Workflow Task Information General Ledger Batch Approval GL10 GL_Clearing - Action Needed [Tl

Task Information

Subject: General Ledger Batch Approval GL10 GL_Clearing - Action Meeded

Description: ACTION MEEDED: Is Batch a clearing entry?

Task Due Date: 372972015 11:59:00 PM

Edit this Task: GL10 GL Clearing

Yiew Document: GL10 GL Clearing

Wwarkflow Step Name: Batch Source = Clearing Entry

Yiew Workflow History and Status: GL10 GL Clearing

Document Summary Information =

Company: Fabrikam, Inc.

Document Type: General Ledger Batch

Batch Origin: GL_Clearing

Batch 1D GL10

Batch Comment: GL Batch 10

Actual Batch Total: 50,00

Control Batch Tatal: 50,00

Actual Journal Entries: 2

Contral Journal Entries: 0

Priarity: Mormal Il
-
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Workflow tasks

The following information provides an overview of workflow tasks, including
information about when they are created and how they can be reassigned to other
users.

e Tusk overview
o When tasks are created
e Due dates

*  Delegation

Task overview

A task represents a document, master record, or batch assigned to a user for
approval. For information about how users can act on the tasks assigned to them,
see Actions an approver can take on page 30 and How an approver can act on a document,

master record, or batch on page 32.

When tasks are created

When a user submits a document, master record, or batch for approval, the
Workflow system evaluates the first step in the workflow to determine if approval is
required there. If the Workflow system determines that approval is required, a task
is created for that approver.

Simple example

Using the workflow illustrated below, suppose Sam submits a purchase order
totalling $8,000. The Workflow system evaluates step 1 to determine if the purchase
order meets the condition specified. In this scenario, the purchase order is more
than $1,000, so the Workflow system creates a task for Frank.

Frank Sue Ann

Sam

submits a
purchase
order.

Must approve if
greater than
$1,000.

Must approve if
greater than
$5,000.

Must approve if
greater than
$10,000.

Assume that Frank approves the purchase order. The Workflow system then
evaluates step 2 to determine if the purchase order meets the condition specified.
Because the purchase order is more than $5,000, Sue’s approval is required. The
Workflow system creates a task for Sue.

After Sue approves the purchase order, the purchase order is given the Approved
status. The purchase order can now be printed and shipments can be received.
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Complex example

Using the workflow illustrated below, suppose Sam submits a purchase order
totalling $8,000 for Adventure Works. The Workflow system evaluates step 1 to
determine if the purchase order meets the condition specified. In this scenario, the
purchase order is more than $1,000, so the Workflow system creates a task for Frank.

Sue

Must approve if
1 greater than
. $5,000.
F

rank

Ann

Sam

submits a Must approve if
purchase greater than Mu:t) ﬁ;v\)l:YS
order. $1,000. .

Bob

Must approve if
the vendor is
Adventure
Works.

Assume that Frank approves the purchase order. The Workflow system then
evaluates steps 2a and 2b simultaneously. Because the purchase order is more than
$5,000 and the vendor is Adventure Works, the Workflow system creates tasks for
Sue and Bob.

Both Sue and Bob must approve the purchase order before it can move on to Ann.
This is because step 2a (Sue) and step 2b (Bob) converge at step 3 (Ann). For
example, assume that Sue approves the purchase order first. The purchase order
cannot be assigned to Ann until Bob approves it, as well. When Bob approves the
purchase order, the Workflow system creates a task for Ann.

Due dates

Each task has a due date. The due date indicates the date by which the approver
must respond to the task—that is, approve or reject the document, master record, or
batch the task represents.
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Default due dates

When you configure a workflow step, you'll specify how many days the approver
has to respond to the task. For example, the following workflow shows the number
of days each approver has to act on assigned tasks.

1 2. 3
Sam Frank Sue Ann
bmit
?)Lljjrg;:‘s: Must approve if P Must approve if P Must approve if
order greater than greater than greater than
’ $1,000. $5,000. $10,000.
2 Days 2 Days 3 Days

For more information about setting the default due date for each workflow step, see
Set a time limit on page 75.

Overriding default due dates

Approvers can override the default due dates. For example, using the previous
workflow illustration, suppose Sam submits a purchase order for $18,000. When
Frank approves the purchase order, he can specify how many days Sue will have to
approve or reject the purchase order. Similarly, when Sue approves the purchase
order, she can specify how many days Ann will have to approve or reject the
purchase order.

If conditions are met Purchase Qrder PO2031 for A
Teleconnect Systems Inc. will be routed through
workflow for completion or additional approval.

w

Update next approvers days to act on their task
When Sue approves the

Daps to act on task: ! purchase order, she can
T Teon— spec:fy. how many days
= Ann will have to act on the
document.
hd

0®
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When a task is overdue

When an approver fails to act on a task by the task’s due date, the task is considered
overdue, or escalated. When you configure a workflow, you must specify what
should happen to overdue tasks. The following options are available.

If you select this This will happen

option

Take no action The task will remain assigned to the current approver.

Delegate to next approver | The system will automatically assign the task to the next approver

in the workflow.

Delegate to The system will automatically assign the task to the user you

specify.

Have system automatically | The system will automatically approve or reject the task,

depending on the action you choose.

For more information about how to manage overdue tasks, see Indicate what should
happen when a task is overdue on page 64.

Delegation

Approvers can delegate, or reassign their tasks to other approvers. For example, if
Frank will be out of the office for a period of time, he can delegate his tasks to
another approver in the workflow, such as Sue or Ann.

Frank Sue Ann

Sam

it?g:;ssz Must approve if Must approve if Must approve if
order greater than greater than greater than
' $1,000. $5,000. $10,000.

Tasks can be delegated manually or automatically.

Manually delegating a task If Frank feels uncomfortable approving a specific
purchase order, he can manually delegate that purchase order to Sue. For more
information about manually delegating a task, see Actions an approver can take on
page 30.

In order for an approver to manually delegate a document, master record, or batch, the
Allow approver to manually assign workflow tasks to someone else check box on the
Configure Workflow page must be selected. For more information, see Indicate whether
approvers can manually delegate tasks on page 63.

Automatically delegating tasks If Frank will be out of the office for a couple
of weeks, he can have all of his tasks automatically delegated to another approver.
For more information about automatically delegating tasks, see Delegate tasks on
page 80.
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Each document in the Workflow system has a status and priority. The following
sections explain the different statuses and priorities.

e  Status
®  Driority
Status

When you view a document, master record, or batch in Microsoft Dynamics GP or
on the Workflow web site, you'll notice that it has a workflow status. A document,
master record, or batch will have one of the following statuses.

Status

Description

Workflow Not Activated

The document, master record, or batch was created before a
workflow was activated (for the specific type of document, master
record, or batch).

The Workflow Not Activated status applies to master records and
documents in the work and history tables.

Not Submitted

The document, master record, or batch has been saved, but not yet
submitted for approval.

No Approval Needed

The document, master record, or batch has been submitted for
approval, and the Workflow system has determined that the
document, master record, or batch does not require approval. The
workflow approval process is complete.

Submitted

The document, master record, or batch has been submitted for
approval, but the web server—running SharePoint and the
Workflow server components—has not responded yet.

The Submitted status may indicate a connectivity problem with the
web server.

Pending Approval

The document, master record, or batch is awaiting approval.

Pending Changes

An approver has requested that the originator make changes to the
document, master record, or batch and resubmit it. The workflow
approval process is complete.

Approved

The document, master record, or batch is approved. The workflow
approval process is complete.

Rejected

The document, master record, or batch is rejected. The workflow
approval process is complete.

Workflow Deactivated

The Workflow administrator or manager deactivated the workflow
this document, master record, or batch was using. The workflow
approval process is complete.
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Priority

When you view a document, master record, or batch, you'll notice that it has a
workflow priority indicator. The priority indicator reflects the importance of the
document, master record, or batch.

The originator sets the priority when submitting the document, master record, or
batch. Approvers can change the priority when they review the document, master
record, or batch.

Priority Indicator
Low l
Normal No indicator

High ?
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There are many ways you can design and structure a workflow. The following
sections provide examples of workflows and explain how documents, master
records, and batches move through each workflow.

e Simple workflow

o Workflow with multiple first steps

e Workflow with multiple approval paths

o Workflow with converging steps

o Workflow with multiple approvers in a step
o Workflow where an approver is an originator

Simple workflow

The following example illustrates a very basic workflow. This workflow has three
approvers, and lists the specific conditions under which their approval is required.

Frank Sue Ann

Sam
submits a

purchase Must approve if P  Must approve if P Must approve if
order greater than greater than greater than
’ $1,000. $5,000. $10,000.

To understand how a document moves through this workflow, assume that Sam
submits a purchase order totalling $7,000. This purchase order must be approved by
Frank and Sue. Because the purchase order is not greater than $10,000, Ann’s
approval is not required.

After Sue approves the purchase order, it is given the Approved status. The
purchase order can now be printed and shipments can be received.
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Workflow with multiple first steps

The following example illustrates a workflow with multiple first steps. Based on the
vendor, the purchase order will go to Frank, Andreas, or Ed.

Frank

Must approve if

» the vendoris

Adventure
Works.

1

@7 @7
Ann Maria

?

Andreas Sue

Sam
submits a

Must approve if

purchase

P the vendor is

Must approve if

Must approve if

greater than
$5,000.

¥ greater than
$20,000.

Must approve if

¥ greater than
$50,000.

order. Contoso, Ltd.

Ed

Must approve if

»| thevendoris

Northwind
Traders.

To understand how a document moves through this workflow, assume that Sam
submits a purchase order for Northwind Traders totalling $6,000. This purchase
order must be approved by Ed and Sue. Because the purchase order is not greater
than $20,000, Ann and Maria are not required to approve it.

After Sue approves the purchase order, it is given the Approved status. The
purchase order can now be printed and shipments can be received.
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Workflow with multiple approval paths

The following example illustrates a workflow with two approval paths. The
purpose of the top path (steps 1a and 2a) is to obtain approval for purchase orders
for Adventure Works, a special vendor. The purpose of the bottom path (steps 1b,
2b, and 3b) is to obtain approval for purchase orders over specific amounts.

2a.
Frank
Andreas
Must approve if
the vendor is p Must ALWAYS
Adventure approve.
Works.

Sam
submits a
purchase
order.

Jill John

Must approve if Must approve if Must approve if
greater than »  greater than »  greater than
$5,000. $10,000. $20,000.

Sue

To understand how a document moves through this workflow, assume that Sam
submits a purchase order for Adventure Works totalling $13,000. This purchase
order will move through both approval paths simultaneously. In the top approval
path, the purchase order must be approved by Frank and Andreas. In the bottom
approval path, the purchase order must be approved by Sue and Jill. The purchase
order won't be given the Approved status until all of those people approve it.

Now assume that Sam submits a purchase order for Northwind Traders for $13,000.

This purchase order will move through the bottom approval path only. The
purchase order must be approved by Sue and Jill.
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Workflow with converging steps

Sam
submits a
purchase
order.

The following example illustrates a workflow with converging steps. Notice that
steps 2a and 2b converge at step 3.

Sue

Must approve if
greater than
$5,000.

@7
Frank

Must approve if
greater than
$1,000.

Ann

Must ALWAYS
approve.

Bob

Must approve if
the vendor is
Adventure
Works.

To understand how a document moves through this workflow, assume that Sam
submits a purchase order for Adventure Works totalling $10,000. This purchase
order is first assigned to Frank. When Frank approves the purchase order, it is then
assigned to both Sue and Bob.

Both Sue and Bob must approve the purchase order before it can move on to Ann.
This is because step 2a (Sue) and step 2b (Bob) converge at step 3 (Ann). For
example, assume that Sue approves the purchase order first. The purchase order
cannot be assigned to Ann until Bob approves it, as well. When Bob approves the
purchase order, it can move on to Ann.

After Ann approves the purchase order, it is given the Approved status. The
purchase order can now be printed and shipments can be received.
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Workflow with multiple approvers in a step

The following workflow example has a step that requires approval from more than
one person. Notice that Bill, Jo, and Mary are the approvers at step 3.

rank ue ill, Jo, Mary nn

Sam
submits a

purchase Must approve if P Must approve if P Must approve if P Must approve if
order greater than greater than greater than greater than
' $1,000. $5,000. $10,000. $20,000.

When you configure a step with multiple approvers, you can specify how many of
the approvers at that step must approve the document. You can select one of the
following options.

Take the first response

If you select this option, the action applied to the document, master record, or batch
is determined by the first person who responds.

For example, assume that Sam has submitted a purchase order for $50,000 and it is
currently at step 3 in the workflow. If Mary is the first person to respond to the
document, the action she takes is applied to the document. For example, if she
approves it, the document is sent to Ann for approval. If Mary rejects the document,
it is given the status of Rejected and the workflow process is complete.

Majority must approve

If you select this option, the majority of the approvers must approve the document,
master record, or batch in order for it to continue down the workflow approval
path.

For example, consider the workflow previously illustrated. Assume that Sam has
submitted a purchase order for $50,000 and it is currently at step 3 in the workflow.
If two of the three approvers approve the document, it is sent to Ann for approval. If
two of the three approvers reject the document, it is given the status of Rejected and
the workflow process is complete.

All must approve

If you select this option, all of the approvers must approve the document, master
record, or batch in order for it to continue down the workflow approval path.

For example, consider the workflow previously illustrated. Assume that Sam has
submitted a purchase order for $50,000 and it is currently at step 3 in the workflow.
If all of the approvers (Bill, Jo, and Mary) approve the document, it is sent to Ann
for approval. If one person rejects the document, it is given the status of Rejected
and the workflow process is complete.
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Workflow where an approver is an originator

Approvers have permission to submit documents, master records, or batches for
approval. For example, Sue, an approver in the purchase order approval workflow,
can submit purchase orders for approval.

The way in which Sue’s purchase orders are routed through the workflow depends
on the selections made in the Select originators area of the Configure Workflow
page on the Workflow web site.

Select originators: @) Any user

Require warkFlow when the Following users submit a

docurment (T only these users:

8, [l

In the Select originators area, you specify who is allowed to submit documents,
master records, or batches for approval. You can allow any user to submit
documents, master records, or batches, or you can allow only specific users.
Regardless of which option you select, approvers will always be able to submit
documents, master records, or batches for approval. However, the option you select
determines how an approver’s document, master record, or batch is routed through
the workflow.

Any user

Suppose the Any user option is selected on the Configure Workflow page. This
means that when Sue submits a document for approval, the workflow approval
process starts at the first steps of the workflow.

®i

Andreas Ann
Must approve if
the vendor is p Must ALWAYS p Must ALWAYS
Northwind approve. approve.
Traders.

Sue
submits a
purchase
order.

@7
Sue John

Jill

Must approve if
greater than
$10,000.
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For example, assume that Sue submits a purchase order for Northwind Traders
totalling $30,000. The system starts by evaluating the first steps to determine if
approval is required there. Since the purchase order meets the conditions specified
in both first steps, it is sent to Frank and Jill for approval.

When Frank and Jill approve the purchase order, it is assigned to Andreas and Sue.
(Note that Sue will have to approve her own purchase order.) After Andreas and
Sue approve the purchase order, Ann and John must approve it.

Only these users: approver is listed

Suppose the Only these users option is selected and Sue’s name is listed in the field.
This means that when Sue submits a document for approval, the workflow
approval process starts at the first steps of the workflow, as shown in the previous
illustration.

Only these users: approver is not listed

Suppose the Only these users option is selected and Sue’s name is not listed in the
field. This means that when Sue submits a document for approval, the workflow
approval process starts at steps 1a and 3b.

Andreas Ann
Must approve if
the vendor is
Northwind
Traders.

p» Must ALWAYS p» Must ALWAYS
approve. approve.

Sue
submits a
purchase
order.

@7 @7
Sue John

Jill

Must approve if Must approve if Must approve if
greater than > greater than P greater than
$10,000. $20,000. $30,000.

To understand this better, review the top approval path. Because Sue is not part of
this approval path, the system starts at the first step in the path and determines if
approval is required there. From that point, the purchase order will move along the
approval path as required.

Now review the bottom approval path. Because Sue is an approver in this approval
path, the system will start at the step immediately following the step in which Sue is
an approver. In this example, Sue is the approver at step 2b, so the system will start
at step 3b and determine if approval is required there.
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Part 3: Setup

This part of the documentation explains how to set up the Workflow system and
create individual workflows.

¢ Chapter 10, “Plan the Workflow setup,” provides a checklist to help guide you
through the setup process.

¢ Chapter 11, “Select workflow types,” gives a brief description of each type of
workflow, and provides step-by-step instructions for selecting the types you
want to use in your organization.

¢ Chapter 12, “Configure the Workflow calendar,” explains what the Workflow

calendar is and how to configure it.

e Chapter 13, “Configure a workflow,” helps you create and configure a
workflow.

¢ Chapter 14, “Configure a workflow step,” explains how to define a specific step
of a workflow.

e Chapter 15, “Activate the Workflow system,” explains how to turn on the
Workflow system in Microsoft Dynamics GP. Be sure to complete the setup
procedures described in the previous chapters before you activate the Workflow
system in Microsoft Dynamics GP. This way, the Workflow system is set up and
ready for use when you activate it.

e Chapter 16, “Instruct users to set up their Workflow preferences,” contains
instructions you can give your users. These instructions will help users specify
how and when they want to receive alert messages and delegate their workflow
tasks.
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Plan the Workflow setup

Setting up the Workflow system is a complex process. The following information

will help guide you through this process.

e Setup checklist
*  Prepare for the setup

e Access the Workflow web site

Setup checklist

To set up the Workflow system, you'll need to complete several tasks. The following
table lists the tasks you’ll need to complete and the order in which you should

complete them.

Task

Complete this task
using

1. Select workflow types.

By default, there are several types of workflows you can create. For
example, you can create a purchase order workflow, a sales quote
workflow or a General Ledger batch workflow. As part of setting up the
Workflow system, specify which types your organization will use.

For more information, see Chapter 11, “Select workflow types.”

Workflow web site

2. Configure the Workflow calendar.

Configure the Workflow calendar to show which days are work days
and which days are non-work days for each of your companies. The
Workflow system will count only the work days when calculating a
task’s due date.

For more information, see Chapter 12, “Configure the Workflow
calendar”

Workflow web site

3. Create workflows.
Create and configure workflows, such as a purchase order workflow or
a General Ledger batch workflow.

For more information, see Chapter 13, “Configure a workflow.”

Workflow web site

4. Activate the Workflow system in the back office.
After you've completed the setup (described in the previous steps),
turn on the Workflow system in Microsoft Dynamics GP.

4

For more information, see Chapter 15, “Activate the Workflow system

Microsoft Dynamics GP

5. Instruct users to set up their Workflow preferences.
Direct your users to the Workflow web site, where they can specify
how they want to receive workflow alert messages and delegate tasks.

For more information, see Chapter 16, “Instruct users to set up their
Workflow preferences.”

Workflow web site
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Prepare for the setup
The best way to prepare for setting up the Workflow system is to create diagrams
illustrating the workflows you want to create. We recommend you draw each
workflow using a software program such as Microsoft Office Visio®, or by simply
using pen and paper.
Your diagrams should indicate:

* The order in which the workflow steps occur

*  Who the approvers are at each step, and the conditions under which their
approval is required

For example, your diagram may look similar to the following workflow diagram.

2a 3a
Frank Andreas Ann
Must approve if M " " "
the vendor is ust approve | ust approve i
Adventure *|  greater than - greater than
Works $10,000. $20,000.

Sam Pilar
submits a |
purchase Must approve if

order. greater than

$50,000.
2b. 3b.
Sue Jill John

Must approve is

the vendor is
Contoso, Ltd.

Must approve if
greater than
$10,000.

Must approve if

»  greater than
$20,000.
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Access the Workflow web site

You’ll use the Microsoft Dynamics Workflow web site to complete many setup
procedures. This site is built on Office SharePoint Server or Windows SharePoint
Services and can be accessed in multiple ways.

Access from your web browser

You can access the Workflow web site through your Internet Explorer browser. The
Workflow web site’s address is configured during the Workflow installation. The
default address is:

http:/ / ServerName / sites / DynamicsGPWorkflow
ServerName is the name of the web server on which Workflow is installed.

Access from Microsoft Dynamics GP

You can access the Workflow web site from the Workflow Setup window (Microsoft
Dynamics GP menu > Tools > Setup > Workflow Setup) by clicking the Workflow
Administration button.
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As part of setting up the Workflow system, you need to select which types of
workflows each company will use. The following information will help you do so.

Types of workflows
Select the workflow types you want to use

Types of workflows

Each workflow you create will be based on a type. The type indicates the purpose of
the workflow. By default, there are several types of workflows:

Purchase order approval

Sales quote approval

Credit limit override approval

Vendor approval

General Ledger batch approval

Payables Management batch approval
Receivables Management batch approval
Employee onboard approval

Personnel maintenance approval
Electronic signatures

As part of setting up the Workflow system, you need to select which types each
company will use. For more information about each type, see Chapter 3, “Workflow

types.”

Select the workflow types you want to use

By default, there are several types of workflows. Use the following steps to select
which types each company will use.

1.

2.

Go to the Workflow web site.

Click Administration on the Quick Launch. The Workflow List page is
displayed.

Click Select Workflow Types to Use. The Select Workflow Types to Use page is
displayed.

Select a company from the Current Company list in the upper-right corner of
the page.

Select the check box for each type of workflow the company will use.
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6. Specify a manager (or managers) for each type of workflow. The workflow
manager (and the Workflow administrator) will be able to create and configure
workflows of that type.

Keep in mind, you can specify a manager for each type of workflow—even the
types you did not select. For example, suppose you're not ready to implement a
sales quote workflow in your company at this time, so you don’t select the Sales
Quote Approval check box on this page. You can, however, specify a manager
for that type of workflow. The manager will be able to create a sales quote
workflow. The sales quote workflow won’t be used until you:

¢ Select the Sales Quote Approval check box on this page.

* Select the Activate option for the sales quote workflow. For more
information, see Activate the workflow on page 60.

¢ Turn on the Workflow system in Microsoft Dynamics GP. For more
information, see Chapter 15, “Activate the Workflow system.”

7. Click Save.

Repeat these steps for each company that will use Workflow.
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Configure the Workflow calendar

As part of setting up the Workflow system, you need to configure a Workflow
calendar for each of your companies. The following sections explain what the
Workflow calendar is and how to configure it.

e QOverview of the Workflow calendar
o Confiqure the Workflow calendar

Overview of the Workflow calendar

Sunday

28

11

25

The Workflow calendar shows which days are work days and which are non-work
days. The Workflow system will count only the work days when calculating a task’s
due date.

For example, suppose you've configured a purchase order workflow and have
given Amy, the purchasing manager, three days to act on her workflow tasks. Using
the Workflow calendar below, if Amy is assigned a purchase order on Thursday,
she’ll have until the end of Tuesday to approve or reject the purchase order. This is
because Saturday and Sunday are not counted toward the task’s due date.

January 2019 =
Monday Tuesday Wednesday Thursday Friday Saturday
29 30 31 1 2 3
5 & 7 8 3 10 Task is assigned

to Amy.
12 13 14 16 x
19 21 22 23 24
Task is due after

o 27 28 29 30 31 three working days.

For instructions about how to configure the Workflow calendar, see Configure the
Workflow calendar on page 58.
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Configure the Workflow calendar

The Workflow calendar shows which days are work days and which are non-work
days. The Workflow system will count only the work days when calculating a task’s
due date.

Use the following steps to configure the Workflow calendar.

1.

2.

7.

Go to the Workflow web site.

Click Administration on the Quick Launch. The Workflow List page is
displayed.

Click Modify Workflow Calendar. The Workflow Calendar page is displayed.

Select a company from the Current Company list in the upper-right corner of
the page.

Select the check box for each day that is typically a work day in your company.
Review the calendar. The selected month’s work days are displayed in white.
The non-work days are shaded. Click on a day to change its status. For example,
if you click on a work day, it will become a non-work day and will appear

shaded.

Click Save.

Repeat this procedure for each company that will use Workflow.
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Configure a workflow

Creating and configuring a workflow is a complex process. The first section in this

chapter provides the procedure you'll need to follow to create and configure a

workflow. The remaining sections provide details about each step in the procedure.

Procedure for creating and configuring a workflow
Select the type of workflow to create

Name the workflow

Activate the workflow

Select originators

Give read-only access

Set up the workflow steps

Indicate if documents should be approved by at least one person
Specify an alternate final approver

Indicate whether approvers can manually delegate tasks
Indicate what should happen when a task is overdue
Indicate if you want to send alert messages

Procedure for creating and configuring a workflow

To create and configure a workflow, do the following;:
1. Go to the Workflow web site.

2. Click Administration on the Quick Launch. The Workflow List page is
displayed.

3. Select a company from the Current Company list in the upper-right corner of

the page.
4. Click New Workflow. The Select Workflow Type page is displayed.

5. Select the type of workflow to create.

6. Name the workflow.

7. Activate the workflow.

8. Select originators.

9. Give read-only access.

10. Set up the workflow steps.

11. Indicate if documents should be approved by at least one person.

12. Specify an alternate final approver.

13. Indicate whether approvers can manually delegate tasks.

14. Indicate what should happen when a task is overdue.

15. Indicate if you want to send alert messages.

WORKFLOW ADMINISTRATOR’'S GUIDE

59



PART 3

SETUP

Select the type of workflow to create

On the Select Workflow Type page, click the type of workflow you want to create.
For more information about each type of workflow, see Chapter 3, “Workflow

”

types.

After you select the type of workflow you want to create, the Configure Workflow
page is displayed. Use this page to define the properties of the workflow.

Name the workflow

Enter a unique name for the workflow. We recommend that the name include your
company name and the type of document, master record, or batch the workflow is
for. For example, if you're configuring a workflow for purchase orders created in
the Fabrikam sample company, you may want to name the workflow “Fabrikam
Purchase Orders.”

The Copy this workflow link helps you copy an existing workflow from one company to
another company. For more information, see Copy a workflow on page 85.

Activate the workflow

You can create multiple workflows of a specific workflow type. For example, you
can create multiple purchase order workflows. However, only one workflow of that
type can be used at a time. The Activate workflow option indicates which
workflow of that type will be used.

Activate

Select the Activate workflow option to make the workflow you're configuring the
active workflow. If there is already an active workflow of this type, you'll need to
deactivate that workflow first, before activating this workflow.

Keep in mind that even though you may select the Activate workflow option, the
workflow won’t be used until you:

¢ Select the corresponding workflow type on the Select Workflow Types to Use
page. For example, if you want to use a purchase order workflow, the Purchase
Order Approval type must be selected on the Select Workflow Types to Use
page. For more information, see Select the workflow types you want to use on
page 55.

¢ Turn on the Workflow system in Microsoft Dynamics GP. For more information,
see Chapter 15, “Activate the Workflow system.”

Deactivate

Select the Deactivate workflow option if you're creating a workflow that you don’t
want to use right now. For example, suppose you're configuring a new purchase
order workflow. You may not want to implement this workflow in your company
just yet, so you would select the Deactivate workflow option.

Before deactivating an existing workflow, you may want to verify that all documents
submitted to the workflow have been processed. The Active Documents link will help you
determine if all documents have been processed.

For more information about deactivating a workflow, see Deactivate a workflow on
page 90.
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Select originators

Specify who the originators are for this workflow. For example, if you're creating a
purchase order workflow, you must specify who can submit purchase orders for
approval.

Any user If you select this option, any user who creates a purchase order can
submit it for approval.

Only these users If you select this option, only the users that you specify can
submit purchase orders for approval. Users who are not specified as originators can
create purchase orders (provided that they have access to the Purchase Order Entry
window in Microsoft Dynamics GP), but they will not be able to submit the
purchase orders for approval.

~~- Keep in mind, approvers always can submit documents, master records, and batches for
approval. These options do not affect their ability to submit documents, master records, and
batches for approval. For more information, see Workflow where an approver is an originator
on page 46.

Give read-only access

If you’d like to give a user who is not involved in the workflow the ability to view
documents, master records, or batches submitted for approval, enter that user’s
name in the Give ready-only access area of the Configure Workflow page.

For example, assume that you're configuring a purchase order workflow. Your
warehouse manager, Ellen, is not part of the workflow; however, Ellen needs to
view purchase orders so that she can prepare for shipments that will be arriving in
the warehouse. To give Ellen the ability to view purchase orders submitted to the
Workflow system, enter Ellen’s name in the Give read-only access area of the page.

Ellen will be able to view purchase orders in the Documents area of the Workflow

web site.
Microsaft Dynamics Workflow ‘welcome CORPAEllenT = | @
y “ Microsoft Dynamics Workflow This List: Purchase Order Appr + £
-
Microsaft Dynamics Warkflow = Purchase Order Approval Documents (Fabrikam, Inc. )
il _im Purchase Order Approval Documents (Fabrikam, Inc.)
Yiew All Site Content List ko hold Purchase Order document types ko perform workflow against for Fabrikam, Inc..
Ellen Wi/l be able to VieW Tasks Mew +  Actions ~ Settings View:  all Ttems -
Documents
H Record 10 A | Skats
purchase orders in the REn - e
- PO2074 Completed
Documents area. R S Roz7S Completed

My Alert
FEENE POZO7E Completed

PO2077 Completed
o] Recycle Bin poZ07E

Administration

Completed
PO2079 Completed
Po2050 Completed
PO20B1 In Progress
POZ082 In Progress
PO2083 In Progress
PO20G4 In Progress
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Set up the workflow steps

Click the Add Workflow Step button to add a step to this workflow. For
instructions on how to configure a step, see Chapter 14, “Configure a workflow

step.”

Indicate if documents should be approved by at least
one person

There may be cases when a document does not require approval. For example,
consider the following workflow. If Sam submits a purchase order for $100, no
approval is needed because the purchase order does not meet any of the conditions
specified in the workflow steps. In this scenario, the purchase order will be saved
automatically with a status of No Approval Needed.

Ann

Frank Sue

Sam
submits a
purchase
order.

Must approve if ——® Must approve if —® Must approve if
greater than greater than greater than
$1,000. $5,000. $10,000.

If you want documents to be approved by at least one person, select the Always
require at least one approver check box. Documents that do not meet any of the
specified conditions will be routed to the approver in the first step in the workflow.
Using the illustration above, Sam'’s purchase order for $100 will be routed to Frank
for approval. When Frank approves the purchase order, the purchase order is given
the status of Approved, and the workflow process is complete.

Specify an alternate final approver

The final approver is the last person in the approval path who is required to approve
a document, master record, or batch. For example, assume that Sam submits a
purchase order for Northwind Traders totalling $7,000. This purchase order must be
approved by Frank and Sue. Because the purchase order is not greater than $10,000,
Ann’s approval is not required. In this scenario, Sue is the final approver.

F Sue Ann

rank

Sam
submits a

purchase Must approve if P  Must approve if P  Must approve if
order greater than greater than greater than
' $1,000. $5,000. $10,000.

You may not want final approvers to “final approve” their own documents, master
records, or batches, or those that they have edited. If so, enter the name of an
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alternate final approver in the Specify alternate final approver area of the
Configure Workflow page.

To better understand when the alternate final approver is used, assume that Sue
edits the $7,000 purchase order that Sam submitted. Sue increases the quantity of
items requested so that the purchase order now totals $8,000. She then approves the
document. Sue typically would be the final approver (because the document is not
more than $10,000). However, because Sue edited the document, she can’t final
approve it. The document will be sent to the alternate final approver for approval.

Indicate whether approvers can manually delegate
tasks

;'@ Purchase Order, Entry: E@EI

To allow an approver to manually delegate a task to another approver in the
workflow, select the Allow approver to manually assign workflow tasks to
someone else check box.

For example, assume that Frank is reviewing a purchase order. If the Allow
approver to manually assign workflow tasks to someone else check box has been
selected, Frank will be able to delegate the purchase order to another approver in
the workflow.

2] Pending Approwal by CORPFrank) due 4/2/2007 Appiove || Reject || RequestChange | Delegate | Ifthe Allow approver
Fle Edt  Tooks View Options  Help 55 Fabrikam, Inc. 4/12/2017 to manually assign
Ll Save for Later Actions FRv 5| wakllow History « workflow tasks to
b CORP\SamW
Ty Stordrd 5 Vondaln  [AOVANGEDOIT SN someone else check
PO Numbier FO2U7S =D Name Advwanced Dffice Systems 343172007 box has been selected
Buyer ID =0 Currency [D Z153 R \hl pos;:bb, [ tWWI?J hkli 1o . ’
Date 41202017 S N LSRN Frank will be able to
[ Allow Sales Documents Commitments delega te this purchase
Line | ltem @3> UM 24 Quantity Ordered 1= Urit Cost S order.
Description Site 1D 231 Quantity Canceled Extended Cost ¥ :
1 100G Each n 52045 A
Green Phone [ ] $569.20
i om 000
nm $0.00
v
Subtotal $569.20
Remaining PO Sublotal 356920 Trade Discount $0.00
Freiht $0.00| 3
Miscellaneous 00| >
Compary T Sched COMPANYPUR
e b Tan 00|+
Comment ID 302 Total $569.20
4 4 b b [POMumber v PO Status | Wew Revision| 0 Ly @ i Visuglize Woflow Histan

For more information about delegating tasks, see Delegation on page 38.

WORKFLOW ADMINISTRATOR’'S GUIDE 63



PART 3 SETUP

Indicate what should happen when a task is overdue

When an approver fails to act on a task by the task’s due date, the task is considered
overdue, or escalated. Indicate what should happen to overdue tasks by selecting
one of the following options:

Take no action Select this option if you want the task to remain assigned to the
current approver.

Delegate to next approver Select this option if you want the system to
automatically assign the task to the next approver in the workflow.

Delegate to Select this option if you want the system to automatically assign the
task to a specific user. You must enter the name of the user you want the task
assigned to.

Have system automatically Select this option if you want the system to
automatically act on the task. Indicate whether the system should approve or reject
the task.

Indicate if you want to send alert messages

You can send alert messages to users when workflow tasks are assigned to them, or
when documents, master records, or batches they’ve submitted have completed
workflow approval processes. Review the following information to set up the
default alert message settings.

~~- Keep in mind, users can specify how and when they want to receive alert messages. The
- @ " preferences they specify will override the default settings you select here. For more
information about how users can specify their preferences, see Chapter 16, “Instruct users to

set up their Workflow preferences.”

Microsoft Dynamics desktop alerts

Select the Send a Microsoft Dynamics desktop alert check box to send desktop
alert messages. A desktop alert message is displayed in Microsoft Dynamics GP and
states the task the user must complete, or provides information about the status of
the document, master record, or batch the user submitted for approval.

L Purchase Order Approval PO2091 - Approval Needed

PZ22091 has been routed ko wou For approwal,

Please approve this purchase order. The items reguested are needed by
the end of the month.

Users will see desktop alert messages when they have Microsoft Dynamics GP open
on their computers. If they do not have Microsoft Dynamics GP open, they will not
see the alert messages.
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E-mail alerts

You can send e-mail messages to users when workflow tasks are assigned to them,
or when documents, master records, or batches they’ve submitted have completed
workflow approval processes. You must select how often you want e-mail messages
sent to users. Select one of the following options:

Send an immediate e-mail Select this option to send e-mail messages to users
immediately after workflow tasks have been assigned to them, or when documents,
master records, or batches they’ve submitted have completed workflow approval
processes.

Keep in mind, this means approvers will receive one e-mail message for each task
assigned to them. Similarly, originators will receive one e-mail message for each
document, master record, or batch they submitted.

Send a daily e-mail summary Select this option to send daily e-mail messages
to users.

Specify what time you want daily e-mail messages sent. Then indicate if the
message should list all tasks assigned to the user, or only new tasks—that is, those
tasks assigned to the user since the last daily e-mail message was sent.

Send a weekly e-mail summary Select this option to send weekly e-mail
messages to users.

Specify the day and time you want weekly e-mail messages sent. Then indicate if

the message should list all tasks assigned to the user, or only new tasks—that is,
those tasks assigned to the user since the last weekly e-mail message was sent.
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As part of configuring a workflow, you'll need to define the specific steps in the
workflow. The first section in this chapter provides the procedure you'll need to
follow to configure a workflow step. The remaining sections provide details about
the procedure.

Procedure for confiquring a workflow step

Name the step

Specify where this step should occur

Specify a step type

Specify when approval or action is required at this step

Specify what should happen when the conditions aren’t met at this step
Select approvers

Set a time limit

Specify when to send carbon copies

Procedure for configuring a workflow step
To configure a workflow step, do the following:

1. From the Configure Workflow page, click the Add Workflow Step button. The
Configure Workflow Step page is displayed.

2. Name the step.

3. Specify where this step should occur.

4. Specify a step type.

5. Specify when approval or action is required at this step.

6.  Specify what should happen when the conditions aren’t met at this step.

7.  Select approvers.

8. Set a time limit.

9.  Specify when to send carbon copies.

Name the step
Enter a unique name for the step. We recommend that you keep the step names

simple, such as Step 1 and Step 2, or Purchasing Manager Approval and CEO Approval.
Keeping the step names simple will help you manage the order in which they occur.
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Sam
submits a

Specify where this step should occur

You must specify where this step should occur in the workflow.

First step in the workflow
If this step is the first step in the workflow, select This step is a first step.

Keep in mind, you can have multiple first steps. For example, review the following

workflow illustration. Notice that steps 1a, 1b, and 1c are all first steps.

Frank

Must approve if
the vendor is

Adventure
Works.

1

%

Andreas

Must approve if

purchase
order.
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Subsequent step in the workflow

If this step is not a first step, select This step follows the selected step(s). Then
select the workflow step that this step should follow.

The step you're configuring may follow multiple steps. For example, consider the
following workflow illustration. Notice that step 4 follows both step 3a and step 3b.

Frank

Must approve if
the vendor is
Adventure
Works.

@7
Andreas

Must approve if

greater than
$10,000.

Ann

Must approve if

Sam
submits a
purchase
order.

Sue

Must approve is
the vendor is

Jill

Must approve if
greater than

greater than
$20,000.

John

Must approve if

greater than

Pilar

Must approve if
greater than
$50,000.

Contoso, Ltd. $10,000. $20,000.
Specify a step type
You must specify a step type.
Approval
If this step requires that a user must give approval as part of the workflow process,
select Approval.
Action

If this step requires that a user must complete a procedure as part of the workflow
process, select Action.
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Sam
submits a
purchase
order.

Frank Sue Bill, Jo, Mary Ann

After you select Action, you can enter a description of the action to be taken such as
performing a credit check on a customer, or contacting the Better Business Bureau to
get a rating on a vendor prior to doing business with them. The description you
enter is displayed on notifications, indicating the action that needs to be taken.

For example, assume that your company requires verification of the unit cost of
each item on a purchase order before the purchase order can be approved. Sam has
submitted a purchase order for $5,000. Frank must perform an action step of
verifying the unit costs of the items on the purchase order before Sue can start the
approval process.

Must ve.rlfy Un.lt P Must approve if P Must approve if P Must approve if
cost of items if
reater than greater than greater than greater than
9 $1,000. $5,000. $10,000.

$500.

Specify when approval or action is required at this

You must specify when approval or an action is required at this step. Approval or
an action may be required always, or only under specific conditions.

Approval or action is always required
If approval or action is always required at this step, select the Always option.

Keep in mind, if you select Always, it doesn’t mean that this step will always occur
in the workflow; rather, it means that any document, master record, or batch that
reaches this step must always be approved or the action be completed.
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To understand this better, consider the following workflow illustration. There are
two approval paths for purchase orders: one for purchase orders for Adventure
Works, the other for purchase orders for Contoso, Ltd. Notice that when a purchase
order for Contoso, Ltd. reaches step 2b, Jill’s approval is always required. Purchase
orders for Adventure Works will never reach step 2b, so Jill's approval is not
required in those situations.

@7
Andreas

Frank

@7
Ann

Must approve if

the vendor is

Must approve if
greater than

Must approve if
greater than

Am;‘é‘re $10,000. $20,000.
Sam
submits a
purchase
order. -
P AN
2b. \ 3b. 4b. '7
Sue Jil \ John Pilar
Must approve if | Must ALWAYS !‘ Must approve if | Mustapprove if
the vendor is » approve % greater than P greater than
Contoso, Ltd. \ ’ ] $10,000. $20,000.
\ /
N\ /
~ Pl
-~ -— o ’

Approval or action is required under specific conditions

If approval or an action at this step is required only under specific conditions, select
the Only option. Then specify the conditions under which approval or the action is
required.

For example, consider the previous workflow diagram. Notice that Frank’s
approval is required only when the vendor on the purchase order is Adventure
Works. Similarly, Ann’s approval is required only when the purchase order is
greater than $20,000.

Here are some tips to keep in mind when entering a condition:

¢ The condition that you enter is case-sensitive. For example, if you're entering a
condition where the vendor ID is ADVENWORKO001, be sure to enter
ADVENWORKO001, not advenwork001.

e If you're entering a condition for a batch approval workflow, keep in mind that
clearing batches don’t have batch totals. For example, a clearing batch will
never meet a condition where the batch total is greater than $1.

e If you're entering a condition for a batch approval workflow, you can create a

condition based on the batch origin. For example, you can create a condition
where the batch origin is General Entry.
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The following table lists the supported batch origins for each type of workflow.

Type of workflow Supported batch origins How you must enter
the origin name
General Ledger batch General Entry GL_Normal
approval Clearing Entry GL_Clearing
Payables Management batch | Payables Trx Entry PM_Trxent
approval Payment Entry PM_Payment
Computer Checks XPM_Cchecks
Receivables Management Receivables Sales Entry RM_Sales
batch approval Receivables Cash Receipts RM_Cash

*  When entering a condition that contains a percentage value, be sure the
percentage value is less than 1. For example, assume you're creating a credit
limit override approval workflow. To enter a condition where the line
markdown percentage is 50%, you should enter the percentage value as .50.

¢ When entering a condition that contains an amount, be sure the amount value is
greater than 1. For example, assume you're creating a sales quote approval
workflow. To enter a condition where the document amount is $10,000, you
should enter the amount value as 10000.

¢ If the condition you're entering is based on the Line Markdown Amount or
Line Markdown Percent field, you need to be particularly careful when
entering the condition. For example, assume you're creating a credit limit
override approval workflow. To enter a condition where the line markdown
percentage is greater than 50%, you should enter the following:

Where Line Markdown Percent is greater than .50

This statement ensures that the system checks for percentage values that are
greater than 50%. However, this statement also means that the system will
check for amount values that are greater than $0.50. To exclude amount values,
be sure to enter the following statement.

-And-
Where Line Markdown Percent is less than and includes .99
This statement ensures that the system excludes amount values that are greater

than $0.99.

Together, these two statements ensure that the system checks for discounts
between 51% and 99%.
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Specify what should happen when the conditions
aren’t met at this step

If approval or an action at this step is required only under specific conditions, you
need to specify what should happen when the conditions aren’t met. You can do
one of two things:

Select the “Move to the next step” option If you select this option, the
system will move on to the next step in the workflow and determine if approval is
required there.

Don’t select the “Move to the next step” option If you don't select this
option, the workflow approval process will end.

For example, assume that Sam has submitted a purchase order totalling $200. The
system evaluates step 1 to determine if approval is required there. Since the
purchase order does not meet the condition specified (the amount does not fall
within the specified range), Frank’s approval is not required.

At this point in the workflow, the system will check to see if the Move to the next
step option is selected for step 1.

¢ If the Move to the next step option is selected, the system will move on to step 2
and determine if approval is required there. In this example, the purchase order
does meet the condition specified at step 2, so Sue’s approval would be
required.

¢ If the Move to the next step option isn’t selected, the purchase order will be
saved with a status of No Approval Needed because it did not meet the

condition specified at step 1.
@7
Ann

X
\5@
* 2.
Frank Sue

Sam

Submits a
purchase order
for $200.

Must approve if
between
$1—$100.

-

Must approve if
between
$101—$500.

-

Must approve if
between
$501—$1,000.

If the Move to the next step option is
selected, the system will move on to step
2 to determine if approval is required

there.

If the Move to the next step option is not
selected, the purchase order will be saved
with a status of No Approval Needed.
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Sam
submits a
purchase
order.

@7 @7
Frank Sue

Select approvers

Specify who must approve the documents, master records, or batches that reach this
step in the workflow. You can have one approver or multiple approvers. Enter the
approvers’ names in the Identify approvers field.

If you have one approver, that person will be responsible for approving all
documents, master records, or batches that reach this step in the workflow.

If you have multiple approvers, you must specify how many of the approvers must
approve the documents, master records, or batches that reach this step. Select one of
the following options.

Take the first response

If you select this option, the action applied to the document, master record, or batch
is determined by the first person who responds.

For example, assume Sam has submitted a purchase order for $50,000, and it is
currently at step 3 in the workflow. If Mary is the first person to respond to the
document, the action she takes is applied to the document. For example, if she
approves it, the document is sent to Ann for approval. If Mary rejects the document,
it is given the status of Rejected and the workflow process is complete.

@7 @7
Bill, Jo, Mary Ann

Must approve if P Must approve if P Must approve if —®»| Must approve if
greater than greater than greater than greater than
$1,000. $5,000. $10,000. $20,000.

Majority must approve

If you select this option, a majority of the approvers must approve the document,
master record, or batch in order for it to continue down the workflow approval
path.

For example, consider the workflow previously illustrated. Assume that Sam has
submitted a purchase order for $50,000 and it is currently at step 3 in the workflow.

e If Bill and Jo are the first two approvers to respond—and they both approve the
document—the document is sent to Ann for approval. Because a majority is
reached, the system does not wait for Mary to respond.

e If Bill and Jo are the first two approvers to respond—and they both reject the
document—the document is given the status of Rejected and the workflow
process is complete. Because a majority is reached, the system does not wait for
Mary to respond.

¢ If Bill approves the document and then Jo requests a change, the document is
given the status of Pending Changes. Because a change is requested, the
document is immediately sent back to the originator. The system does not wait
for Mary to respond.
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Keep in mind, if a workflow step has an even number of approvers, a majority must
still approve the document, master record, or batch in order for it to continue down
the workflow approval path. For example, suppose step 3 has four approvers (Bill,
Jo, Mary, and Chris). Three approvers must approve the document in order for it to
continue down the approval path. If two approvers approve the document, and two
reject it, the document is given the Rejected status because a majority was not
reached.

All must approve

If you select this option, all of the approvers must approve the document, master
record, or batch in order for it to continue down the workflow approval path.

For example, consider the workflow previously illustrated. Assume that Sam has
submitted a purchase order for $50,000 and it is currently at step 3 in the workflow.
If all of the approvers (Bill, Jo, and Mary) approve the document, it is sent to Ann
for approval. If one person rejects the document, it is given the status of Rejected
and the workflow process is complete. If one person requests a change to the
document, it is sent to Sam with a status of Pending Changes.

Set a time limit

A task is a document, master record, or batch assigned to an approver. Specify how
many days the approver has to respond to the task—that is, approve or reject it. The
number of days you enter will be used to calculate the task’s due date.

For detailed information about how a task’s due date is calculated, see Overview of the
Workflow calendar on page 57.

If an approver fails to respond by the due date, the task is considered overdue, or
escalated. The task will then be handled according to the option you selected in the
When a step is overdue area of the Configure Workflow page. For more
information, see Indicate what should happen when a task is overdue on page 64.

Specify when to send carbon copies

If you selected to send alert messages (as described in Indicate if you want to send alert
messages on page 64), alert messages will be sent to users when tasks are assigned to
them, or when documents, master records, or batches they submitted have
completed workflow approval processes.

You also can send alert messages in the following situations. Alert messages that are
sent in these situations are referred to as carbon copies.

Approved Select this check box to send an alert message when the approvers at
this step approve a document, master record, or batch. Then specify who should
receive the alert message.

Completed Select this check box to send an alert message when the approvers at
this step completed the action for a document, vendor record, or batch. Then specify
who should receive the alert message.

Assigned Select this check box to send an alert message when a document,

master record, or batch is assigned to the approvers at this step. Then specify who
should receive the alert message.
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Change requested Select this check box to send an alert message when an
approver at this step requests a change to a document, master record, or batch. Then
specify who should receive the alert message.

Rejected Select this check box to send an alert message when the approvers at
this step reject a document, master record, or batch. Then specify who should
receive the alert message.

Delegated Select this check box to send an alert message when an approver at
this step delegates a document, vendor record, or batch to another user. Then
specify who should receive the alert message.

Escalated Select this check box to send an alert message when the approvers at
this step fail to act on the document, master record, or batch. (The document, master
record, or batch is considered escalated.) Then specify who should receive the alert
message.
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Activate the Workflow system

To turn on the Workflow system in Microsoft Dynamics GP, complete the following
procedures:

Specify which companies will use Workflow

Verify URLs

Specify which companies will use Workflow

The Workflow system is activated on a per-company basis. Complete the following
steps in Microsoft Dynamics GP to specify which companies will use Workflow.

1.

Open the Workflow Setup window.
Microsoft Dynamics GP menu > Tools > Setup > Workflow Setup

B Workflow Setup

EEX

sa Fabrikam, Inc, #/12/2017

File  Edit  Tools  Help

Activate Workflow for Fabrikam, Inc.

The locations below will be applied to all Microzoft Dynamics GP companies:

Microzoft D pnamics ‘Workflow location hittp: A dprvork flow_whi_bindwork floveservice. asms

Office Server location hittp: /A dprwwark o/ site s/ dpnaricswark low

[ Wtk flow Adrministration l

3.

4.

Select the Activate Workflow for <Company Name> check box.

Selecting this option will activate the Workflow system for the company you are
currently logged on to.

Click OK.

In order for the activation to take effect, restart Microsoft Dynamics GP.

To activate Workflow for another company, log on to the specific company and
repeat the steps above.
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Verify URLs

The Workflow Setup window contains information about your Workflow
installation. This window has two fields:

¢ The Microsoft Dynamics Workflow location field contains the URL to the
Workflow web service.

* The Office Server location field contains the URL to the Workflow web site.
The Workflow installation program should have entered the appropriate URLs in
these fields. To verify that these URLs are correct, click the Workflow
Administration button. Your browser should open, displaying the Workflow web
site. If the Workflow web site is not displayed, use the following steps to enter the
correct URLs.

1. Open the Workflow Setup window.
Microsoft Dynamics GP menu > Tools > Setup > Workflow Setup

2. In the Microsoft Dynamics Workflow location field, enter the URL of the
Workflow web service. The default URL is:

http:/ /ServerName/ _vti_bin/WorkflowService.asmx
ServerName is the name of the web server on which Workflow is installed.

3. Inthe Office Server location field, enter the URL of the Workflow web site. The
default URL is:

http:/ / ServerName /sites / DynamicsGPWorkflow
ServerName is the name of the web server on which Workflow is installed.

4. Click Workflow Administration to verify that the URLs are correct. Your
browser should open, displaying the Workflow web site.

5. Go back to the Workflow Setup window and click OK to save your changes.
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Instruct users to set up their
Workflow preferences

After you've activated the Workflow system in Microsoft Dynamics GP, instruct
your users to set up their Workflow preferences. Users can specify how and when
they want to receive alert messages, and they can delegate their workflow tasks to
other users.

o Configuring alert message settings

*  Delegate tasks

Configuring alert message settings

As part of creating a workflow, you specified how alert messages should be sent to
users. Users can override the default settings you selected and specify their own
preferences.

Have your users complete the following steps to specify how and when they want
to receive alert messages.

1. Go to the Workflow web site.
2. Click My Alerts on the Quick Launch. The Workflow Alerts page is displayed.

3. Select a company from the Current Company list in the upper-right corner of
the page.

4. Click a workflow type to configure your alert settings for that type. The
Workflow User Alerts page is displayed.

5. Select the Receive a Microsoft Dynamics Desktop Alert check box to receive
desktop alert messages when tasks are assigned to you, or when documents,
master records, or batches you've submitted have completed workflow
approval processes.

6. To receive e-mail alert messages, select one of the following options:

Receive an immediate e-mail Select this option to receive e-mail
messages immediately after workflow tasks have been assigned to you, or
when documents, master records, or batches you've submitted have completed
workflow approval processes.

Keep in mind, this means you will receive one e-mail message for each task

assigned to you, and one e-mail message for each document, master records, or
batch you submitted.
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7.

Receive a daily e-mail summary Select this option to receive a daily e-
mail message.

Specify what time you want daily e-mail messages sent to you. Then indicate if
the message should list all tasks assigned to you, or only new tasks—that is,
those tasks assigned to you since the last daily e-mail message was sent.

Send a weekly e-mail summary Select this option to receive a weekly e-
mail message.

Specify the day and time you want weekly e-mail messages sent to you. Then
indicate if the message should list all tasks assigned to you, or only new tasks—
that is, those tasks assigned to you since the last weekly e-mail message was
sent.

Click OK.

Repeat this procedure for each company you belong to.

Delegate tasks

Approvers can delegate, or reassign, their tasks to other approvers. For example, if
Frank will be out of the office for a period of time, he can delegate his tasks to
another approver in the workflow, such as Sue or Ann.

Sam
submits a
purchase
order.

@7
Frank

@7
Sue

@7
Ann

Must approve if
greater than
$1,000.

P Must approve if
greater than
$5,000.

P Must approve if
greater than
$10,000.

If users will be out of the office for a period of time, or will be unavailable to
respond to tasks, have them delegate their tasks using the following steps.

1.

2.

Go to the Workflow web site.

Click My Delegation on the Quick Launch. The Workflow User Delegation
page is displayed.

Select a company from the Current Company list in the upper-right corner of
the page.

If you want to delegate all of your tasks, select the Select all my workflows
check box.

If you want to delegate only the tasks for a particular type of workflow, select
the workflow type.
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5. For each workflow type that you selected, specify who you want your tasks
delegated to.

6. For each workflow type that you selected, specify when your tasks should be
delegated by entering a starting and ending date.

7. Click OK.

Repeat this procedure for each company you belong to.
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Part 4: Maintenance and
troubleshooting

This part of the documentation contains maintenance procedures you may need to
perform, such as modifying or deactivating a workflow.

Chapter 17, “Copy, modify, or delete a workflow,” explains how to copy a
workflow from one company to another, how to modify a workflow, and how
to delete workflows you're no longer using.

Chapter 18, “View documents and history,” explains how to view documents
and their workflow history.

Chapter 19, “Deactivate a workflow,” explains how to deactivate a workflow
and turn off the Workflow system in Microsoft Dynamics GP.

Chapter 20, “Change the Workflow web site URL,” explains how to change the
URL of the Workflow web site. You'll need to complete the procedures in this
chapter after implementing Secure Socket Layer (SSL) or adding another
Workflow web server to your configuration.

Chapter 22, “Troubleshooting,” provides information to help you troubleshoot
issues with the Workflow system.
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The following sections explain how to copy, modify, and delete a workflow.

Copy a workflow
Modify a workflow
Delete a workflow

Copy a workflow

An easy way to create a new workflow is to copy an existing one and modity it, as
necessary.

If you want to copy a workflow from one company to another, be sure that the type
of workflow you want to copy is activated in the destination company. For example,
if you want to copy a purchase order approval workflow from Fabrikam, Inc. to
Adventure Works, the purchase order approval type must be activated for
Adventure Works.

Use the following steps to copy an existing workflow.

1.

2.

8.

Go to the Workflow web site.

Click Administration on the Quick Launch. The Workflow List page is
displayed.

Select a company from the Current Company list in the upper-right corner of
the page.

Click the workflow you want to copy. The Configure Workflow page is
displayed.

In the Name the workflow area of the page, click Copy this workflow. The
Copy Workflow page is displayed.

Enter a unique name for the workflow.

We recommend that the name include your company name and the type of
document, master record, or batch the workflow is for. For example, if you're
configuring a workflow for purchase orders created in the Fabrikam sample
company, you may want to name the workflow “Fabrikam Purchase Orders.”

Select the company this workflow is for.

You can copy this workflow to the company you are currently working in, or
you can copy the workflow to another company.

Click Save.

Modify a workflow

Use the following steps to modify a workflow.
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1. Go to the Workflow web site.

2. Click Administration on the Quick Launch. The Workflow List page is
displayed.

3. Select a company from the Current Company list in the upper-right corner of
the page.

4. Click the workflow you want to modify. The Configure Workflow page is
displayed.

5. Modify the workflow, as necessary. For more information about each of the
options on this page, see Chapter 13, “Configure a workflow.”

6. Click Save.

Delete a workflow

To delete a workflow you're no longer using, use the following steps.

Ay

<~~~ You must deactivate a workflow before you can delete it. For more information, see Chapter
-@_ 19, “Deactivate a workflow.”

1. Go to the Workflow web site.

2. Click Administration on the Quick Launch. The Workflow List page is
displayed.

3. Select a company from the Current Company list in the upper-right corner of
the page.

4. Click the Delete link for the workflow you want to delete.
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View documents and history

The following information explains how to view documents, master records, and
batches that have been submitted to the Workflow system, and their workflow
history.

o View documents, master records, and batches
e View history

View documents, master records, and batches

You can view documents, master records, and batches that have been submitted to
the Workflow system in several areas of Microsoft Dynamics GP. For example, you
can view a submitted purchase order in the Purchase Order Entry window or in
purchase order lists.

You can also view documents, master records, and batches that have been
submitted to the Workflow system on the Workflow web site. Use the following
steps to view submitted documents, master records, and batches on the Workflow
web site.

1. Go to the Workflow web site.

2. Click Documents on the Quick Launch. The Workflow Documents page is
displayed.

3. Click a workflow type.
The documents, master records, or batches submitted to that type of workflow
are listed. To filter the documents listed on this page, select a view from the

View menu.

e If you select the My Documents view, the documents, master records, or
batches that you submitted—and that are pending approval—are listed.

¢ If you select the All Items view, all documents, master records, or batches
submitted to this workflow are listed, regardless of who submitted them or

their approval status.

* If you select the In Progress view, all documents, master records, or batches
pending approval are listed, regardless of who submitted them.

4. Click a document, master record, or batch to view details about it.

View history

You can view the workflow history of a document, master record, or batch by
looking at the workflow history pane in certain Microsoft Dynamics GP windows.
For example, to view the workflow history of a purchase order, open the Purchase
Order Entry window in Microsoft Dynamics GP and view the workflow history
pane.

You can also view the workflow history of a document, master record, or batch by

using the Workflow web site. Use the following steps to view workflow history
information on the Workflow web site.
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Go to the Workflow web site.

Click Documents on the Quick Launch. The Workflow Documents page is
displayed.

Click a workflow type. The documents, master records, or batches that you
submitted—and that are pending approval—are listed.

From the View menu, click All Items. All documents, master records, or
batches submitted to this workflow are listed, regardless of who submitted
them or their approval status.

From the View menu, click Modify this View. The Edit View: <Workflow Type>
page is displayed.

In the Columns area of the page, select the Approval Status check box.

Click OK.

An Approval Status column now appears on your page. To view the workflow
history of a specific document, master record, or batch, click the status of that

document, master record, or batch.

The Workflow Status: Approval Status page is displayed. Workflow history
information is shown at the bottom of the page.
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Deactivate a workflow

The following sections explain how to turn off a workflow, a workflow type, or the
entire Workflow system.

*  About deactivating

¢ Deactivate a workflow

e Deactivate a workflow type

e Deactivate the Workflow system

About deactivating

Deactivating refers to turning off a workflow, a workflow type, or the Workflow
system.

Before you deactivate a workflow, a workflow type, or the entire Workflow system, you may
want to process the documents that are awaiting approval. To view a list of active
documents, see View documents, master records, and batches on page 87.

Deactivate a workflow
When you deactivate a workflow, the following occurs:

* Documents, master records, or batches that are awaiting approval are given the
status of Workflow Deactivated.

For example, suppose you deactivate the purchase order approval workflow.
Purchase orders that are awaiting approval are given the Workflow Deactivated
status. These purchase orders no longer require approval and can be processed
according to your company’s business practices. For example, you can print the
purchase orders and receive shipments.

¢ Any active tasks associated with the workflow are removed.

* The message bar and workflow history pane that appeared in the associated
entry window in Microsoft Dynamics GP are removed. For example, the
message bar and workflow history pane that appeared in the Purchase Order
Entry window would be removed.

Deactivate a workflow type

When you deactivate a workflow type, the active workflow of that type is
automatically deactivated.

Deactivate the Workflow system

When you deactivate the Workflow system for a company in Microsoft Dynamics
GP, all workflow types are deactivated for that company. (As a result, all active
workflows are deactivated for that company.)
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Deactivate a workflow
Use the following steps to deactivate a workflow.
1. Go to the Workflow web site.
2. Click Administration on the Quick Launch. The Workflow List page is
displayed.
3. Select a company from the Current Company list in the upper-right corner of
the page.
4. Click the workflow you want to deactivate. The Configure Workflow page is
displayed.
5. In the Activate the workflow area of the page, select the Deactivate workflow
option.
6. A message appears, indicating that all in-progress workflows will end. Click
OK to continue.
7. Click Save.
Deactivate a workflow type
Use the following steps to deactivate a workflow type. When you deactivate a
workflow type, the active workflow of that type is automatically deactivated, as
well.
1. Go to the Workflow web site.
2. Click Administration on the Quick Launch. The Workflow List page is
displayed.
3. Click Select Workflow Types to Use. The Select Workflow Types to Use page is
displayed.
4. Select a company from the Current Company list in the upper-right corner of
the page.
5. Clear the check box for each workflow type you no longer want to use.
6. A message appears, indicating that active tasks for the associated workflow will
be removed. Click OK to continue.
7. Click Save.
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Deactivate the Workflow system
The Workflow system is activated (and deactivated) on a per-company basis.
Complete the following steps in Microsoft Dynamics GP to deactivate the Workflow
system for a specific company.
When you deactivate the Workflow system, all workflow types are deactivated for
that company. (As a result, all active workflows are deactivated for that company, as

well.)

1. Open the Workflow Setup window.
Microsoft Dynamics GP menu > Tools > Setup > Workflow Setup

2. Clear the Activate Workflow for <Company Name> check box.

Clearing this check box will deactivate the Workflow system for the company
you are currently logged on to.

3. Click OK.
4. Reconcile the modules that were using Workflow. For example, if you were
using the purchase order approval workflow, reconcile the Purchase Order

Processing module.

For information about reconciling a module, see the documentation for that
module.

To deactivate Workflow for another company, log on to the specific company and
repeat the steps above.
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Change the Workflow web site URL

The following information explains how to change the URL of the Workflow web
site.

o Why you might need to change the URL
¢ Change the URL of the Workflow web site

Why you might need to change the URL

After you've installed Workflow, you may decide to modify your Workflow
deployment configuration. For example, you may decide to:

e Implement Secure Sockets Layer (SSL) for the Workflow web site.
* Add another Workflow web server to create a load balanced server farm.
If you modify your Workflow deployment configuration in either of these ways, the

URL of the Workflow web site must be changed. Complete the procedures in Change
the URL of the Workflow web site to change the URL.

Change the URL of the Workflow web site

If you've modified your Workflow deployment configuration (as described in Why
you might need to change the URL), complete the following procedures to change the
URL of the Workflow web site.

For example, assume you’ve implemented SSL by installing a certificate and a
private key on your web server. This means you must change http to https in the
Workflow web site URL

To change the URL in the SharePoint databases:
1.  On the Workflow web server, double-click the following file:

Microsoft.Dynamics.Workflow.SiteConfigurator.exe
This file is typically located at \Program Files\Microsoft Dynamics\ Workflow.

2. The Workflow Site Configurator window is displayed. Enter the new URL of
the Workflow web site.

3. Click Save. The new URL will be saved to the SharePoint databases.

To change the URL in SharePoint Central Administration:

1. Open SharePoint Central Administration.
Start > Administrative Tools > SharePoint 3.0 Central Administration

2. Click the Operations tab.

3. Under the Global Configuration heading, click Alternate access mappings.
The Alternate Access Mappings page is displayed.

4. Click Edit Public URLs. The Edit Public Zone URLs page is displayed.
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5. Inthe Alternate Access Mapping Collection field, click the down arrow to
select the Workflow web application.

6. Enter the new URL of the Workflow web site.
7. Click Save.

To change the URL in the Workflow Setup window:

1. Open the Workflow Setup window in Microsoft Dynamics GP.
Microsoft Dynamics GP menu > Tools > Setup > Workflow Setup

2. In the Microsoft Dynamics Workflow location field, enter the new URL of the
Workflow web service.

3. In the Office Server location field, enter the new URL of the Workflow web
site.

4. Click Workflow Administration. Your web browser should open, displaying
the Workflow web site.

5. Go back to the Workflow Setup window and click OK to save your changes.
If you repair your Workflow installation (by clicking the Repair option in Add or Remove

Programs), the Workflow web site URL will be reset to the original URL. You'll need to
complete the procedures in this section again.
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Change passwords

The following information explains how to change the passwords for Office
SharePoint Server and eConnect user accounts.

¢ Change the passwords for the SharePoint accounts
*  Change the password for the eConnect account

Change the passwords for the SharePoint accounts

When configuring SharePoint, you were required to enter the names and passwords
of domain accounts. SharePoint uses these accounts to launch services, run
processes, and connect to the SharePoint databases.

If the passwords for these accounts change, you must enter the new passwords. For
more information about changing these passwords, refer to Microsoft Knowledge
Base Article #934838. (Go to http://support.microsoft.com and search for article
#934838.)

Change the password for the eConnect account

When you installed Web Services for Microsoft Dynamics GP on your web server, a
component called eConnect was also installed on your web server. eConnect is a set
of SQL stored procedures and supporting code that is used to access data in
Microsoft Dynamics GP.

Use the following steps to enter a new password for the eConnect account.

1. Open the Component Services console.
Start > Administrative Tools > Component Services

2. In the console tree, choose Component Services > Computers > My Computer
> COM+ Applications > eConnect 11 for Microsoft Dynamics GP.

3. Right-click eConnect 11 for Microsoft Dynamics GP and choose Properties.
The eConnect 10 for Microsoft Dynamics GP Properties window appears.

4. Click the Identity tab.

5. Enter and confirm the new password. Click OK.
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The following sections provide information to help you troubleshoot Workflow
issues.

View the Dynamics event log

Turn on tracing

Monitor performance

Resubmit documents, master records, or batches with the Submitted status

Verify identity

View the Dynamics event log

If an error is encountered in the Workflow system, open the Dynamics event log on
the Workflow web server to view detailed information about the error. Use the
following steps to view the Dynamics event log.

1.

3.

Open the Event Viewer console.
Start > All Programs > Administrative Tools > Event Viewer

In the left pane of the console, click Dynamics. Events are listed in the right
pane of the console.

Double-click an error to view details about the error.

Turn on tracing

To troubleshoot issues related to the Workflow system, you can add diagnostic
tracing switches to the web.config and owstimer.exe.config files. The following
procedures will help you add the switches, turn on the switches, and specify which
file the trace statements will be logged to.

(S

backups of them.

~ @, Before modifying the web.config and owstimer.exe.config files, we recommend you make

Complete the following procedures on the Workflow web server.

To add tracing switches:

1.

Open the web.config and owstimer.exe.config files.
By default, the web.config file is located at
\Inetpub\wwwroot\wss\VirtualDirectories \ PortNumber, where PortNumber is

the port the Workflow web site is running on.

By default, the owstimer.exe.config file is located at \Program Files\Common
Files\Microsoft Shared \web server extensions\12\BIN.
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2. Within the <configuration> element, find the <configSections> element. Add
the following code after the <configSections> element.

<system.diagnostics>

<switches>

<add name="System.Workflow LogToTraceListeners" value="0"/>
<add name="System.Workflow.Runtime.Hosting" value="Off"/>
<add name="System.Workflow.Runtime" value="Off"/>

<add name="System.Workflow.Runtime.Tracking" value="Off"/>
<add name="System.Workflow.Activities" value="Off"/>

<add name="ApplicationTraceSwitch" value="0" />

</switches>

<trace autoflush="false" indentsize="4">

<listeners>

<add name="myListener" type="System.Diagnostics. TextWriterTraceListener"
initializeData="<some location>\Trace.log" />

</listeners>

</trace>

</system.diagnostics>

3. Save your changes.

To turn on the tracing switches:
1. In the web.config and owstimer.exe.config files, find the following line:

<add name="System.Workflow LogToTraceListeners" value="0"/>
To turn on this switch, change the value to 1.

2. Find the following lines:
<add name="System.Workflow.Runtime.Hosting" value="Off"/>
<add name="System.Workflow.Runtime" value="Off"/>
<add name="System.Workflow.Runtime.Tracking" value="Off"/>

<add name="System.Workflow.Activities" value="Off"/>

To turn on these switches, change the values to one of the following:

Value Description

All For information about these values, see the “Workflow

Critical Configuration Files” article on MSDN. (Go to http:/
msdn2.microsoft.com and search for Workflow

Error Configuration Files.)

Warning

Information

Verbose
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3. Find the following line:

<add name="ApplicationTraceSwitch" value="0" />

To turn on this switch, change the value to one of the following:

Value Description
1 Error

2 Warning

3 Info

4 Verbose

4. Save your changes.

When you are done tracing, be sure to turn off the tracing switches.

To specify where trace statements will be logged:
1. In the web.config and owstimer.exe.config files, find the following line:

<add name="myListener" type="System.Diagnostics.TextWriterTraceListener"
initializeData="<some location>\Trace.log" />

Replace <some location> with a location on the server’s hard drive.

2. Determine which user accounts are acting as the identities of the SharePoint
Central Administration and Workflow application pools. Give these user

accounts Write access to the location you specified in step 1.

3. Save your changes.

Monitor performance

If you are experiencing performance issues with the Workflow system, you can log

performance statistics to the Windows performance monitor. To do so, you must
first turn on the performance monitoring switches, found in the web.config and

owstimer.exe.config files. Then you can view Workflow performance statistics in the
performance monitor.

Before modifying the web.config and owstimer.exe.config files, we recommend you make
backups of them.

Complete the following procedures on the Workflow web server.

To turn on the performance monitoring switches:
1. Open the web.config and owstimer.exe.config files.

By default, the web.config file is located at
\Inetpub\wwwroot\wss\VirtualDirectories \ PortNumber, where PortNumber is
the port the Workflow web site is running on.

By default, the owstimer.exe.config file is located at \Program Files\Common
Files\Microsoft Shared \web server extensions\12\BIN.
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2. Find the following line:
<add key="PerformanceMonitoring" value="OFF">
3. Change the OFF value to ON.

~ - When you are done monitoring performance, be sure to set the value back to OFF.

4. Save your changes.

To view Workflow performance statistics:

1. Open the Windows Performance monitor.
Start > All Programs > Administrative Tools > Performance

2. In the tree view, click System Monitor.

3. In the details pane, click the Add icon button. The Add Counters window is
displayed.

4. From the Performance object list, select Dynamics WF Operations.

5. Select the counters you want to view. Click Add.

6. From the Performance object list, select Dynamics WF SP Operations.
7. Select the counters you want to view. Click Add.

8. Click Close to close the Add Counters window. You can now view the
performance of the Workflow system in the details pane.

Resubmit documents, master records, or batches with
the Submitted status

When a document, master record, or batch is submitted for approval, it is
immediately given the Submitted status. The Workflow system then evaluates the
steps in the workflow to determine if approval is required.

e If approval is required, the document, master record, or batch is given the
Pending Approval status.

¢ If approval is not required, the document, master record, or batch is given the
No Approval Needed status.

If the document, master record, or batch has the Submitted status for a period of
time, it may indicate an issue with the Workflow system. We recommend that you
reconcile the associated module, and then resubmit the document, master record, or
batch for approval.

For example, if a purchase order has the Submitted status for a period of time, we
recommend that you reconcile the Purchase Order Processing module, and then

resubmit the purchase order for approval.

For information about reconciling a module, see the documentation for that
module.
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Verify identity

The approval process fails if the user who submits a document, master record, or
batch for approval is an identity for either the SharePoint Central Administration
Application Pool or the Office SharePoint Server Workflow Web Site Application
Pool. The process fails because those identities are translated to a well-known
identity named “Sharepoint/SYSTEM” and that identity is not an actual network
user. However, these identities can be used to activate a workflow type, assign a
workflow manager to the workflow type, and define a workflow and the workflow
steps.
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Part 5: Reports

There are five types of reports you can use to monitor the Workflow system. The
following information describes the reports and explains how to generate them.

e Chapter 23, “Report descriptions,” shows you what information is displayed on
each report.

e Chapter 24, “Generate reports,” provides step-by-step instructions for
generating each Workflow report.
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Report descriptions

There are five reports you can use to monitor the Workflow system. The following
sections describe the reports and explain when you may want to use them.

e Completed Tasks by Approvers report
e Completed Tasks by Workflow Step report

o Completed Documents report

e Active Tasks report
o Task Summary report

Completed Tasks by Approvers report

The Completed Tasks by Approvers report shows how many days it took a specific
approver to complete his or her tasks. This report helps you identify approvers who
may be slowing down a workflow approval process.

Completed Tasks by Approvers Report

5/15/2010

Company Fabrikam, Inc.

Workflow Type Purchase Order Approval
Approver All

Range From To

Task Due Date 5/10/2010 5/15/2010

» Escalated or Overdue
Note: Zero Average Days to Complete means the Step was completed the same day as started.

User

Andreas Hauser
Andreas Hauser
Anna Lindman

Document/ Allowed
Batch Task Due Days to Actual Days
‘Workflow Name Step Name Number Date Complete to Complete

Fabrikam Purchase Orders Step 1 PO2074 5/12/2010 2 1
Fabrikam Purchase Orders Step 1 P0O2075 5/12/2010 2 2
Fabrikam Purchase Orders Step 2 P0O2073 5/10/2010 2 1

To generate this report, see Generate the Completed Tasks by Approvers report on

page 109.
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Completed Tasks by Workflow Step report

The Completed Tasks by Workflow Step report shows how many days it took to
complete a specific workflow step. This report helps you identify specific steps that
may be slowing down a workflow approval process.

Completed Tasks by Workflow Step Report

5/15/2010

Company Fabrikam, Inc,
Workflow Type Purchase Order Approval
Step Name Step 1

Range From To
Task Due Date 5/102010 5/15/5010

» Escalated or Overdue

Document/ Allowed Actual
Workflow Step Batch Task Due Days to Days to
Workflow Name Name User Number Date Complete Complete
Fabrikam Purchase Orders  Step 1 Andreas Hauser PO2074 5/14/2010 1 1
Andreas Hauser PO2075 5/14/2010 1 1
Andreas Hauser PO2076 5/14/2010 1 1
Average Days to Complete Step 1 lIl

To generate this report, see Generate the Completed Tasks by Workflow Step report on
page 109.

Completed Documents report

The Completed Documents report displays a list of documents, master records, and
batches that have completed their workflows. The report shows how many days it
took to complete the workflow for each document and batch.

Completed Documents Report

PO2084

Purchase Order
Approval

Fabrikam Purchase

5/11/2010

5/15/2010

Average Days to Compl

5/15/2010

Company Fabrikam, Inc.

Workflow Type All

Range From To

Workflow Start Date 5/10/2010 5/15/2010

» Denotes a resubmitted document

Workflow

Document/ Batch Workflow Workflow Start Completion Days to

Number ‘Workflow Type Name Date Date Complete
Purchase Order Fabrikam Purchase

PO2081 Approval Orders 5/10/2010 5/12/2010 2
Purchase Order Fabrikam Purchase

PO2082 Approval Orders 5/10/2010 5/10/2010 1

233
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Active Tasks report

The Active Tasks report displays a list of active tasks and the approvers they are
assigned to. This report helps you identify approvers who may have several active
tasks assigned to them.

Active Tasks Report
5/15/2010
Company Fabrikam, Inc.
Workflow Type Purchase Order Approval
Approver All
Range From To
Due Date 5/10/2010 5/15/2010

Document/

Batch

Workflow Name Step Name Number Originator Approver Start Date Due Date
Fabrikam Purchase
Orders Step 1 PO2074 Carol Phillips Andreas Hauser 5/10/2010 5/12/2010
Fabrikam Purchase
Orders Step 1 PO2075 Pilar Ackerman Andreas Hauser 5/10/2010 5/12/2010
Fabrikam Purchase
Orders Step 2 PO2073 Pilar Ackerman AnnaLidman 5/10/2010 5/12/2010
Fabrikam Purchase
Orders Step 2 PO2076 Nicole Holliday Anna Lidman 5/14/2010 5/15/2010

To generate this report, see Generate the Active Tasks report on page 111.

Task Summary report

The Task Summary report displays task information for a specific workflow step.
For example, you can view the number of tasks that are active, completed, and
escalated for a specific step.

Task Summary Report

5/15/2010

Company Fabrikam, Inc.
workflow Type Purchase Order Approval
Workflow Step All

User All

Range From To
Due Date 5/10/2010 5/15/2010

» Denotes Deactivated Workflows

Completed Completed

Workflow Step Open Tasks by Due Past Due

Name Name Tasks Completed Date Date Escalated
Fabrikam Purchase

Orders Step 1 2 7 7 0 [

Fabrikam Purchase
Orders Step 2 5 0 0 o 0

To generate this report, see Generate the Task Summary report on page 111.
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The following sections explain how to generate the Workflow reports:

Generate the Completed Tusks by Approvers report
Generate the Completed Tasks by Workflow Step report
Generate the Completed Documents report

Generate the Active Tasks report

Generate the Task Summary report

Generate the Completed Tasks by Approvers report

Use the following steps to generate the Completed Tasks by Approvers report.

1.

2.

10.

Go to the Workflow web site.
Click Reports on the Quick Launch. The Workflow Reports page is displayed.

From the Current Company list in the upper-right corner of the page, select the
company you want to generate a report for.

Click Completed Tasks by Approvers Report. The Completed Tasks by
Approvers Report page is displayed.

Select the company you want to generate a report for.
Select a workflow type.
Select an approver.

Enter a range of task due dates to limit the number of tasks that are listed on the
report.

Click Process Report.

The File Download dialog box appears. You can display the report or save it to a
specified location.

* To display the report, click Open. The report is displayed in Microsoft
Office Excel®.

* To save the report, click Save. Specify where you want to save the report.
The report is saved as an .xml file.

Generate the Completed Tasks by Workflow Step

report

Use the following steps to generate the Completed Tasks by Workflow Step report.

1.

2.

Go to the Workflow web site.
Click Reports on the Quick Launch. The Workflow Reports page is displayed.
From the Current Company list in the upper-right corner of the page, select the

company you want to generate a report for.
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10.

Click Completed Tasks by Workflow Step Report. The Completed Tasks by
Workflow Step Report page is displayed.

Select the company you want to generate a report for.
Select a workflow type.
Select a workflow step.

The list displays the names of workflow steps. The name of the workflow the step belongs
to is in parentheses.

Enter a range of task due dates to limit the number of tasks that are listed on the
report.

Click Process Report.

The File Download dialog box appears. You can display the report or save it to a
specified location.

¢ To display the report, click Open. The report is displayed in Excel.

* To save the report, click Save. Specify where you want to save the report.
The report is saved as an .xml file.

Generate the Completed Documents report

Use the following steps to generate the Completed Documents report.

1.

2.

Go to the Workflow web site.
Click Reports on the Quick Launch. The Workflow Reports page is displayed.

From the Current Company list in the upper-right corner of the page, select the
company you want to generate a report for.

Click Completed Documents Report. The Completed Documents Report page
is displayed.

Select the company you want to generate a report for.
Select a workflow type.

Enter a range of dates to limit the number of documents that are listed on the
report.

Click Process Report.

The File Download dialog box appears. You can display the report or save it to a
specified location.

¢ To display the report, click Open. The report is displayed in Excel.

* To save the report, click Save. Specify where you want to save the report.
The report is saved as an .xml file.
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Generate the Active Tasks report

Use the following steps to generate the Active Tasks report.

1.

2.

10.

Go to the Workflow web site.
Click Reports on the Quick Launch. The Workflow Reports page is displayed.

From the Current Company list in the upper-right corner of the page, select the
company you want to generate a report for.

Click Active Tasks Report. The Active Tasks Report page is displayed.
Select the company you want to generate a report for.

Select a workflow type.

Select an approver.

Enter a range of task due dates to limit the number of tasks that are listed on the
report.

Click Process Report.

The File Download dialog box appears. You can display the report or save it to a
specified location.

e To display the report, click Open. The report is displayed in Excel.

e To save the report, click Save. Specify where you want to save the report.
The report is saved as an .xml file.

Generate the Task Summary report

Use the following steps to generate the Task Summary report.

1.

2.

Go to the Workflow web site.
Click Reports on the Quick Launch. The Workflow Reports page is displayed.

From the Current Company list in the upper-right corner of the page, select the
company you want to generate a report for.

Click Task Summary Report. The Task Summary Report page is displayed.
Select the company you want to generate a report for.

Select a workflow type.

Select a workflow step.

The list displays the names of workflow steps. The name of the workflow the step belongs
to is in parentheses.

Select an approver.
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9. Enter a range of task due dates to limit the number of tasks that are listed on the
report.

10. Click Process Report.

11. The File Download dialog box appears. You can display the report or save it to a
specified location.

¢ To display the report, click Open. The report is displayed in Excel.

* To save the report, click Save. Specify where you want to save the report.

The report is saved as an .xml file.
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