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Intended Audience

JICS Administrator, DBA, Form Administrators
Purpose

The purpose of this document is to convey how to use the Jenzabar Workflow portlet.

Review

The Jenzabar Workflow portlet is used to create approval tracks and to approve documents submitted to the tracks via Jenzabar Contained Form.
Change History

1.5.1.0 09/18/2014

· Fixed a bug causing the workflow to fail if a rule failed to evaluate

· Added track import and export functionality

1.5.0.1
08/10/2014

· Fixed a bug causing YSOD when reviewing documents I submitted.

· Fixed a bug that prevented dynamic approvers from being assigned as alternate approvers.

1.5
08/08/2014
· Fixed a bug preventing JCF Mapped Statements from executing on approval.

· Fixed a bug that did not handle the final stage approvals correctly

· Added File Upload functionality

· Added track dropdown to the review screen

· Now allows approvers to review comments and audit information from stages where they are listed as an approver and earlier. Any stages happening after ones where they are assigned will not be displayed to them.

· This is true for comments entered AFTER installation. Historical comments will be available for every approver regardless of stages.

· Added ability to display Data Point Values in the Report Grid

1.3.0.1
06/3/2014
· Fixed a bug preventing OnAssignedToStage event from firing when a document is originally added to a track

1.3
05/15/2014
· Fixed a bug that prevented tracks from being deleted

· Added Data Point functionality

· Added Stage rules to automatically approve/reject based on data points

· Added “Resubmit” audit action

· Added Number of Required Responses setting

1.2.1
03/24/2014

· Added event OnAssignedToStage

1.2.0.2
03/21/2014

· Fixed a bug preventing stored procedures from running with ODBC databases.

1.2.0.1
03/13/2014

· Corrected a bug that caused an object reference error when the approver approving/rejecting the document was a dynamic approver

· Corrected an issue preventing older versions of contained form from approving documents

1.2
03/04/2014

· Added OnRequiredApproval event

· Added Stored Procedure execution for stages

· Added Query Document type

· Added WF_spAddDocument procedure

1.1
12/27/2013

· Built for JICS 8.0.1
1.0.5

· Corrected an issue with emails not being sent to the original submitter
1.0.4


· Original release to coincide with Jenzabar Contained Form
Installation Steps

Note: This install will not overwrite existing files installed from the ICS.NET install.
1. Verify you have Literal String Replacer 1.1.5+ installed on your JICS server.
2. Unzip the contents of the archive into a location of your choosing.

3. Copy JenzabarWorkflowx_x_x.exe to the web server(s).

4. Make sure you have already installed the CUS application OU in ADAM.

5. Be sure to set SyncGlobalOperationsOnStart to true in the Web.config file and save it.

6. Run the installer as Admin. Make sure to check the Update Databases checkbox after the files have been copied.

7. Using Site Manager > Site Settings > Tabs, add the Jenzabar Contained Form portlet to the tabs you'd like to allow their use upon.
Uninstall Instructions

1. Go to Add or Remove Programs

2. Select Jenzabar Workflow, then click Remove.

3. Delete the following directory:

      %:\Program Files\Jenzabar\Jenzabar Workflow
Site Administrators
Databases

Databases are defined for use with Access Control Lists and Data Sources. These databases are essentially connection strings to any ODBC compliant data source. When accessing the EX or CX database, the Connection String value can be set to “ConfigSettings” to use values in FWK_ConfigSettings for EX and cxODBCConnection web.config setting for CX.

String Replacer

The String Replacer screen is just another view to access the Literal String Replacer library which is used by the Contained Form. The String Replacer is used to create “@@” tags that can be entered throughout the form that will be replaced at the time the form loads. For example, @@FirstName may be replaced with “Sam” when Sam logs into the portal and accesses the form. At this time, the String Replacer Connection Strings are different from the Databases defined for use with Dynamic Approvers.

*Custom string replace tags may include framework tags in their definition, but a custom tag cannot contain another custom tag in the definition.

Dynamic Approvers
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A Dynamic Approver is defined using a SQL query that selects the appropriate approver based on the ID Number of the user who originally submitted the document. Using dynamic approvers means that the person approving the form could be different for each individual form submission depending on who submitted the form. Queries should only contain 1 column and should only return 1 row and that 1 column must be labeled ‘HostID’.

The tag @@SubmitterHostID is used to reference the user who originally submitted the document. If the user is a guest user, @@SubmitterHostID will return 0. If using this dynamic approver in a public form, your query should consider the scenario when the original submitter does not have a host ID. You may also use @@Document ID in this view as well to reference the unique identifier of the document.

Example Query:
select [approver_id_num] as HostID from [table] [where id_num='@@SubmitterHostID']

After creating the query, Access the approvers tab for the stage and choose the Dynamic Approver from the Available Approvers dropdown list.
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Admin View

Tracks
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The Admin View displays a list of available tracks to be edited. A new track can be added by clicking the Add Track link. This will display a view with the required settings to create a track.

Name
This will be displayed in the Contained Form portlet as a track to be used upon submission.

Description
This is only for administrative use to give you more detail about the track. It is only available to admin users of the portlet.
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Data Points

Data points are values that are passed from the Contained Form portlet (or other external source) that can be used to automate procedures in a Workflow stage. 

For example, a Check Amount data point can be defined for a check approval track. When a form is submitted to a track, the track will request the Check Amount value from the calling application. These can then be used in Stage Rules to automatically approve or reject the document.

The Show In Grid setting indicates that the value passed to workflow should be readily available when approvers review the documents they need to approve.
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Mapping in Contained Form

After the data point has been created in Workflow, you will need to map questions from Contained Form to the Workflow Data Point. Do this by accessing the Workflow tab and choosing “Map Data Points”. Choose the track from the dropdown list and associate each data point listed with its corresponding question on the form.
Stages
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Each track contains a sequence of stages. Each stage contains approvers that should review the submitted document. 
Each submitted document will proceed through each step, one at a time, until the end of the sequence.

Name
The name of the stage. This is available to Workflow administrators and to approvers when they review the documents.

Description
This is only available to Workflow administrators and is only visible when performing administrative functions. It should be used to give more internal details about the stage.

Execute Statements
This is used to execute any mapped statements or stored procedures from Contained Form that were set to execute upon approval. ALL required approvers in this stage MUST approve the document before the statements are executed.

Approvers
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Approvers are contained within each stage. They can be required approvers, meaning they must approve the document before it can proceed, or they can be not required, meaning they may approve or reject the document, but their approval does not trigger any other events.
As of Workflow 1.0.4, the Approvers tab allows Workflow administrators to add either static or dynamic approvers. Static approvers are simply identified by their Host ID Number. Dynamic approvers are determined based on a SQL query.

To add a static approver, begin typing his or her name and select the user from the autocomplete list. This will automatically enter the ID Number of the user in the ID Number box.
To add a dynamic approver, choose the predefined query from the dropdown list.

Can Approve For
This option can be used to give permission to any user to approve on behalf of another approver that has already been added.

Require
This option indicates that this approver MUST approve the document before it can proceed to the next stage. 
Can Reroute
This setting indicates that the user can assign the document to a different track during the approval process.

Allow Edit
This gives the approver to make changes to the data that was in the original contained form submission. All changes will be logged in the audit.

Emails

On the Emails tab, the administrator can create email templates that can be automatically sent on certain events.
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On Event
OnStageProgress – Fired when all required approvers have approved the submission


OnStageRegress – Fired when any required approver rejects the submission


OnReRoute – Fired when the document is assigned to a different track during the approval process


OnAnswerChanged – Fired when any approver modifies the data from the original submission


OnReturnToSender – Fired when a required user in the first stage of the track rejects the document


OnDocAddedToTrack – Fired when the document is initially added to the track


OnAssignedToStage – Fired immediately when the document is added to a given stage. This can be used to notify approvers that they have just received a document to approve.

Email From
Will be displayed as the sender of the email.

Email To
This is an optional setting if using “Send to Approver” or “Send to Submitter”. This is a static email address of a user who should receive an email on the selected event.

Send To Approver
The email will be sent to all approvers in the current stage.

Send To Submitter
The email will be sent to the user who originally submitted the document if the Email Address was passed using Event Rules in Contained Form.

Subject
The subject of the email that is sent.

Message
The message of the email that is sent.

Stored Procedures

Stored procedures can be used to update data in external databases when a given event takes place in a Workflow stage. Events that be used are as follows:

On Event
OnStageProgress – Fired when all required approvers have approved the submission


OnStageRegress – Fired when any required approver rejects the submission


OnReRoute – Fired when the document is assigned to a different track during the approval process


OnAnswerChanged – Fired when any approver modifies the data from the original submission


OnReturnToSender – Fired when a required user in the first stage of the track rejects the document


OnDocAddedToTrack – Fired when the document is initially added to the track


OnAssignedToStage – Fired immediately when the document is added to a given stage. This can be used to notify approvers that they have just received a document to approve.

*Your custom stored procedure should accept only @DocumentID and @ApproverID. 
Main View
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The Main View of the Workflow portlet has links to the Admin View and Review Documents View. These links are only available if the logged in user has the appropriate  permissions set via the portlet wrench.
Approvers will see a message that indicates the number of documents waiting for them to approve. Clicking the link will take the approve to the Review Documents view.

Review Documents View
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The Review Documents View allows administrators or approvers to search through documents waiting for their approval and to see the document’s current location in the track. Administrators will see a dropdown list allowing them to filter the types of submissions in the list to one of three types: Documents assigned to them, All documents regardless of assigned approver, and All completed documents.
When reviewing a document, if an approver Approves the document, but there are still other required approvers, the checkbox will be checked indicating that the current approver has responded to the document. The document will only move to the next stage when all required approvers have approved the document.

Approving Documents

When opening the report view of the document, if the user has permission to interact with the document in the current stage, the Workflow toolbar will be displayed at the top of the report.
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Manage for

The “Manage for” option is available for users that may have permissions to approve or reject the document on behalf of another approver. By selecting any option other than “Myself” in this box, the user will be performing actions as the user they have chosen to impersonate. When this is used, it will be noted in the audit trail that they action was completed using impersonation.
Approve

Approvers can simply approve a document if no changes need to be made. If the responding approver is the last required approver in the stage, the document will move to the next stage in the track. 

If there are no more stages in the track, the document will be finalized and will remain in the database for review unless the parent form is deleted.

If the approver is not a required approver, the Workflow portlet will only log the fact that the approver approved the document. The approval will not trigger any other events.

Approve and Assign

If there are still stages left in the sequence, the Approve button will show a dropdown list when hovering over it. This allows the approver to assign the document to a specific approver in the next stage. When this option is used, the document is automatically approved and in the next stage, only the assigned approver will see the document available to approve.

Reject
If any required approver rejects a document, it is immediately moved back to the previous stage. Because the approver is required for the document to move forward, it only takes one required approver to reject the document to send the document back to the previous stage.

If there is no previous stage, the document is marked as incomplete and removed from the track. An email template can be configured to notify the original submitter that the document was rejected.

Save Changes
When an administrator defines the track, an approver can be given permission to modify the data in the form from the original submission if the original submission came from the Contained Form portlet. After making any changes to the data on the form, an approver can click Save Changes to overwrite the data from the original submission. Any changes will be recorded in the audit log.
ReRoute

An approver can be granted permission to reroute a document to a different track during the track building process. If this permission is granted to the approver, during review the approver can change the document to use a different track. When this happens, the document is neither approved nor rejected, only switched to a different approval sequence. 

Add a Comment

Adding comments to a document only logs them with the document so that they can be reviewed as the document moves through the approval process.

Comments and Audit

Comments that are added to the form and any audit information is displayed at the bottom of the document in the review process. As any changes are made to the document, a new audit row will be created and attached to the form.
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How To

Connect Contained Form to Workflow

1. Configure the Workflow in Contained Form
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The map data points screen lets you map question values from the form to their counterparts in the Workflow track. If you plan to email the original submitter, you MUST map a question from the form to the email item in the track.
All tracks available to you are displayed in the track dropdown list. You do not have to configure every track, only the ones you plan to use with this form. Choosing the track will display a list of data point the track expects. Map the data point to the proper question in the form and click “Save”.
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2. Attach to the appropriate Workflow

Your form can either require all submissions to be sent to the same workflow track, or you can dynamically choose the track based on the answer to a given question by using Events. The most common implementation is to use the same track for every submission.

To use a static track, right click on the submit button’s handle and choose “Properties.” On the Events tab, add a step that says:

If the answer value is * Use Approval Track [track]

When the form is submitted, it will automatically create an entry in the selected track along with any data point values you configured in the first step.
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