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Workflow Manager Workflow Manager
2019 / AdminStudio Enterprise Server
2019 Help Library

Workflow Manager helps enterprises efficiently manage the application readiness and software license optimization
processes to streamline the procurement, preparation, deployment, and ongoing management of applications. Workflow
Manager maximizes productivity of the IT team by automating change management, asset management, and other ITIL
processes as part of the enterprise application lifecycle.

AdminStudio Enterprise Server consists of the Security Console and Report Center web tools, which are also included
with Workflow Manager. You use the security console (user account and role management) to define the roles and
privileges that users and groups will have on a given AdminStudio Application Catalog or Workflow Manager database.
Report Center provides reporting capability for both AdminStudio and Workflow Manager.

Workflow Manager 2019 now officially supports Microsoft Edge Browser.

The Workflow Manager / AdminStudio Enterprise Server documentation is presented in the following sections:

Table 2-1 « Workflow Manager 2019 / AdminStudio Enterprise Server 2019 Help Library

Task Content

Managing Roles and Discusses AdminStudio and Workflow Manager roles, and how to set permissions to
Permissions restrict or allow access to various application features.

Managing Accounts and Describes user accounts and how to create them both manually and by importing from a
Directory Services directory service.
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Table 2-1 « Workflow Manager 2019 / AdminStudio Enterprise Server 2019 Help Library (cont.)

Task Content

Using Workflow Manager

Information on using Workflow Manager is presented in the following sections:

Getting Started

Provides an overview of Workflow Manager and lists
the steps you need to take before you can start using
Workflow Manager.

About Workflow Manager

Introduces you to some key Workflow Manager
concepts, explains how to customize Workflow
Manager for your organization, and explains how to
perform a search.

Submitting and Monitoring
Workflow Requests

Includes procedures that are related to submitting,
monitoring, and reporting on workflow requests.

Completing Workflow
Requests

Includes procedures that are related to performing and
completing workflow request tasks.

Performing Administrative
Tasks

Discusses administrative procedures related to
creating and managing workflow templates and
projects, and managing email notifications, external
data sources, and external web services.

Workflow Manager
Reference

Includes information on the Workflow Manager interface, organized by page and dialog
box. Additional reference information on the Workflow Manager configuration file,

extending Workflow Manager, and using custom plug-ins with Workflow Manager is also

provided.

Generating and Viewing
AdminStudio Reports

Explains how to use the Report Center to generate reports on packages stored in the
Application Catalog, and on Workflow Manager projects and workflow requests. You can
generate standard reports or customized reports using SQL queries or stored
procedures.

This section of the help library includes the following topics:

Activating Workflow Manager and AdminStudio Enterprise Server

Starting the Product
Overview of the Navigation Bar
Using Lists

Using Help
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Activating Workflow Manager and AdminStudio
Enterprise Server

Workflow Manager / AdminStudio Enterprise Server is activated by uploading a license file using the AdminStudio
Configuration Wizard. The number of items listed in the Workflow Manager / AdminStudio Enterprise Server navigation bar
depend upon which products are activated. When that license expires, or if you purchase additional functionality, you will
need to upload an updated license file.

® Obtaining Your License File
® Uploading a License File Using the AdminStudio Configuration Wizard

® Uploading an Updated License File

Obtaining Your License File

License files are attached to your order confirmation email that you received from Flexera Orders Department. You can also
obtain your license file from the Flexera Product and License Center. To obtain your Workflow Manager license file, perform
the following steps:

To obtain a Workflow Manager license file:

1. Logon to the Flexera Product and License Center:
https://flexerasoftware.flexnetoperations.com

2. Inthe left navigation, under Entitlements, click Product List.

® |fyou have access to multiple products, the Product List page opens and lists all of the product lines to which
your account is entitled. Click the Workflow Manager link to proceed to the Product Information page.

® [fyou do not have access to multiple products, clicking the Product List link opens the Product Information
page directly.

3. Inthe Product and File Downloads column, click the Workflow Manager link for the version that you want to
download a license file for. The Product Download page opens.

4. Open the Licenses tab.

5. Click the download button next to the license file.

Uploading a License File Using the AdminStudio Configuration Wizard

After installation, the AdminStudio Configuration Wizard opens and you are prompted to upload a license file. Until you
upload the license file, you will be unable to open the Workflow Manager website.

Uploading an Updated License File

When your license file is nearing its expiration date, you will need to upload an updated license file.
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Task To activate Workflow Manager:
1. Launch the Configuration Wizard by opening the following file that is installed with Workflow Manager:
C:\AdminStudioWebComponents_2019\Support\Config\Config.exe
2. Open the Activation panel.
3. Click the browse button and select the license file that you obtained from Flexera.

4. Finish the wizard to save your entry.

Starting the Product

To begin exploring Workflow Manager / AdminStudio Enterprise Server, do the following.

Task To login to Workflow Manager:
1. Using a compatible web browser, navigate to the login page. For a typical installation, this will be:
http://<Your-Workflow-Server>/Account/Login

where <Your-Workflow-Server>is the name or IP address of the web server where Workflow Manager is installed. The
login page is displayed.

Login

Database ¥

W Keep me logged in

FLEXEra
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Note « Ifyou are logging on to AdminStudio Enterprise Server, a different logo will be displayed on the Login page and
throughout the product.

2. Enterthe account credentials that you have been provided and click Log in. One of the following pages will be
displayed:

® Workflow Manager users—The first time you login, the Getting Started page will be displayed. For more
information, see Getting Started. After workflow requests have been submitted, the Dashboard tab is displayed.
For more information, see Viewing Dashboard Reports.

Note - To return to these page at any time, select Getting Started or Dashboard on the Home menu.

® AdminStudio Enterprise Server users—The AdminStudio Application Catalog Reports page will be displayed.
See Viewing AdminStudio Application Catalog Reports.

Overview of the Navigation Bar

You navigate through the screens of Workflow Manager / AdminStudio Enterprise Server by clicking on menu items in the
navigation bar at the top of the page. The items which appear on the navigation bar menus vary according to the product
you have purchased, your permissions, and whether you are a workflow administrator or consumer.

WOrkHOW Manager vpe to search 0\ | admin@company.com

Sign Out

Waorkflows S5Ues Reports Administration Settings

3

Workflow Manager

Workflow Requests Work Assignments My Notifications

Submit Workflow Requests View Assignments By Account My Default Project

All Workflow Requests Assign Work Nofifications

My Workflow Notifications

Figure 2-1: Workflow Manager / AdminStudio Enterprise Server Navigation Bar Menu
The Workflow Manager / AdminStudio Enterprise Server navigation bar menu contains the following selections:

Table 2-2 « Navigation Bar Selections

Menu Heading Menu Selection Product Description
Home Options Dashboard WFM See Viewing Dashboard
Reports.
Getting Started WFM See Getting Started.
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Table 2-2 « Navigation Bar Selections (cont.)

Menu Heading Menu Selection Product Description
Workflows Workflow Submit Workflow WFM See Submitting a Workflow
Requests Requests Request.
All Workflow Requests WFM See All Workflow Requests
Page.
Workflow Requests WFM See Workflow Requests
Assigned to Me Assigned To Me Page.
Work Assignments  View Assignments By WFM See Assignments By
Account Account Page
Assign Work WFM See Work Assignment
Listing Page.
My Notifications My Default Project WFM See My Default Project
Notifications Notifications Page.
My Workflow WFM See My Workflow
Notifications Notifications Page.
Issues Open Issues All Open Issues WFM See Issues Pages.
Recently Created Issues WFM See Issues Pages.
Recently Created Critical ~ WFM See Issues Pages.
Issues
Recently Responded WFM See Issues Pages.
Issues
Closed Issues Recently Closed Issues WFM See Issues Pages.
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Heading

Menu Selection

Product

Overview of the Navigation Bar

Description

Reports

Standard Reports  All Reports WFM See All Reports Page.
Request Detail Report WFM See Request Detail Report.
Project SLA Report WFM See Project SLA Report.
Projects Report WFM See Projects Report.
Workflow Request WFM See Workflow Requests
Summary Report Summary Report.
Workflow Phases SLA WFM See Workflow Phases SLA
Report Report.
Workflow Steps SLA WFM See Workflow Steps SLA
Report Report.
Custom Reports Create Custom Workflow ~ WFM See Creating a Custom
Manager Report Report.
Create Workflow WFM See Creating an Activity
Manager Activity Report Report.
Create Custom SQL WFM / ASES See Generating a Custom
Query Report SQL Query Report.
Create Custom Stored WFM / ASES See Generating a Custom
Procedure Report Stored Procedure Report.
AdminStudio Search Packages WFM / ASES See Viewing Package
Reports Reports.
Application Catalog WFM / ASES See Viewing AdminStudio

Reports

Application Catalog
Reports.
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Overview of the Navigation Bar

Table 2-2 « Navigation Bar Selections (cont.)

Menu Heading Menu Selection Product Description
Administration Design Projects WEM See Project Administration
Page.
Templates WFM See Creating a New
Template and Template
Administration Page.
Approvals WFM See Managing Approval
Templates and Approval
Administration Page.
Configuration Workflow Status WFM See Managing Workflow
Status Values
External Email Addresses  WFM See External Email Address
Administration Page.
Calendar Settings WFM See Modifying Default SLA
Calendar Settings.
Settings Configuration Accounts and Groups WFM / ASES See Account
Administration Page.
Roles WFM / ASES See Role Administration
Page.
Email Templates WFM See Email Template
Administration Page.
Companies WFM See Company/Business
Unit Administration Page.
Directory Services WFM / ASES See Directory Services
Administration Page.
External Web Services WFM See External Web
Services Administration
Page.
External Data Sources WFM See External Data Sources
Administration Page.
Directory Service WFM See Directory Services
Attributes Attributes Administration
Page.
Company Preferences WFM See Setting Preferences on

the Company Preferences
Page.
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Using Li

When you scroll down on a page, the Navigation bar remains visible, but only the icons are displayed. This helps you
conserve vertical space in your browser window.

7 —
2 —
5 —
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9/1/2015

Project Starting
9/1/2015

Project Starting
9/1/2015

Project Starting
9/1/2015

Workflow
Consumer

Workflow
Consumer

Workflow
Consumer

Workflow
Consumer

Active

Active

Active

Active

Data Entry
Phase

Data Entry
Phase

Work Phase

Work Phase

Application Request
Review

Application Request
Review

Application Initial
Testing

Application Initial
Testing

Yes

Yes

Yes

Yes

Workflow Manager

9/1/2015 T:21:21
PM

9/2/2015 5:47:30
PM

9/1/2015 4:42:25
PM

9/2/2015 5:48:09
PM

sts

Figure 2-2: Icon Only View of Navigation Bar

Using Lists

Workflow Manager / AdminStudio Enterprise Server 2015 have a number of common features to help you manage the large
amount of information that are displayed in lists.

Table 2-3 « Using Lists in Workflow Manager

Feature

Pagination

Description

Control the rows per page, and easily navigate through pages in a list.

Sorting Lists

Show data rows in the order you prefer, including sorts across multiple rows.

Managing Columnsin a
List

You can arrange the visibility and order of columns in a list to suit your preferences.

Grouping Items in Lists

You can easily create groups within existing lists.

Searching in Lists

A search is one way to limit the amount of data transferred from the central database to

your browser.

Using Filters to Limit
Data Size

Explains that there are several different ways to manage filters.

Exporting a List

Lists in the management view, configured to your taste, can be exported in several formats.

Pagination

In the web interface, long lists are divided into pages. You can easily navigate between the pages in a list, and you can
control how many items appear in each page. Your preferred number of items per page is ‘sticky’ for each list: that is, each
listindependently remembers the setting that you most recently made.
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Tip « Every row in the list counts as one item for pagination. A group header counts as one item, as does each member of the
group. This means, for example, that if you expand and collapse groups within a list (see Grouping Items in Lists), the total
number of records visible in the list changes, and a particular record within a list may be displayed on a different page.

=

Task To navigate through pages:

1. Tochange the number of rows per page, select a number from the rows per page list.

44 results returned .;_[] v| rows per page
] nt Name
O hGehil
O ORTALS
O ORTALDEVS

0

Tip - Increasing the number of items per page may increase the time to load each page. Remember that you can also use
the search facility to reduce the number of items in the list, which may improve performance.

If you display more than 20 rows and the list is too long to fit in your browser window, as you scroll down the
navigation area at the top of the page collapses to a small, icon-only row to maximize your reading area.

2. Tonavigate between pages of a list:

a. Ifnecessary, scroll to the bottom of the displayed list. The pagination control appears at the bottom left of the

list.
Current
Jump to
[1] 2 3 4 [3)
| |
Previous Mext

The control includes:
® The current page number (highlighted in bold and in brackets)
® The next few page numbers, as buttons you can click to go to the page shown
e Asmallinputfield (by default showing Page) where you can type any page number you would like to jump to
® The last page number (that is, how many pages are in the entire list), which you can also click to jump there
® Arrows for the next and previous page, and one for return to the first page.

3. Tomove to the previous or next page of the list, click the appropriate (left or right) arrow in the pagination control.

4. Click any other page number in the set displayed to navigate directly to that page; or enter your chosen page number
in the field.
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Sorting Lists

The sort order is unique to each operator, as you expect; and it is 'sticky' — even after you go away to view another page,
the sort order for this page is the same when you come back to it again. A sort controls the full data set, not just the current

page of data.
Task To control sorting:

1. Tosortadisplayed list, click anywhere in the column header for the column you want to sort by.

Sort indicator arrow —‘

[  Account Name A
| Alegerlotz
[0 AlpeshGehil

The sorted column shows a small indicator arrow in the right end of its header. An up arrow means the column is now
sorted in ascending order (so that a text column starts with a and ascends up to z).

Note « After changing the sort order, you may see completely different items in your list. This is because the sort is
applied to all the data in the database, and not just to the currently displayed page. You may also be partway through a
sorted list if you were not looking at the first page of data when you changed the sort — re-sorting does not return you to
the first page. If you were previously looking at page 3 of 10, and you change the sort, you are still looking at page 3 of 10,
but this is now a 'window' onto the list that is in a completely different order.

2. Toreverse the sorted order of a list, click a second time on the column header of the sorted column.

Each time you click the header of the same column, the sort order reverses. A down arrow means the column is now
sorted in descending order (so that a text column starts with z and goes back to a).

3. You can also sort on multiple columns. For example, when viewing a grouped list, you can sort by the group, and then
sort by the items within each group.

a. Click on the column header of the most important column you want to sort by (the grouped by column) until it is
in the ascending/descending order you want.

b. Hold down the Shift key, and click the column header for the secondary sort column (for example, the Name
column). You can repeat this for as many columns as you need.

c. Toreverse the order of any sorted column when there are multiple columns sorted, hold down the Shift key and
click the sorted column header.

Managing Columns in a List

You can arrange the visibility and order of columns in a list to suit your preferences.

Most lists in the web interface show only a selection of the fields from the underlying database. You can configure these
lists to show as many or as few of the available fields as you choose. One reason to change the displayed fields is to perform
searches or filtering on the data — searches and header filters are limited to the fields currently displayed in the list.
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Your choice of columns to display, and their positions in the list, are both ‘sticky’ (that is, persist when you go to look at a
different page and then return to the one you modified). Of course, each person can set these preferences independently
(they are maintained for each login account).

® Changing the Order of Visible Columns
® Addinga Column to the List

® Removinga Column From the List

®  Resetting a List to Default Settings

Note « You cannot change the width of individual columns. Column width re-sizes dynamically to suit the width of your
browser window.

Changing the Order of Visible Columns

To change the order of visible columns, perform the following steps.

To change the order of visible columns:
1. Choose which column you want to move.

2. Useyour mouse to drag that column header left or right along the row of column headers. As you move far enough, a
pair of small vertical arrows appear to indicate the current target gap between other columns.

3. Whenyour preferred spot is highlighted by these arrows, drop the column header you are dragging. The list is redrawn
with the column in your new position. You may repeat this process as often as required. The order you set is
maintained for this list until you next change it.

Adding a Column to the List

To add a column to the list, perform the following steps.

To add a column to the list:

1. From the set of icons above the right side of the list, click the column chooser icon: l . The Field Chooser palette
appears, floating over the list. You may drag the palette by its title bar to any convenient location.

Field Chooser [x]

Email -]

Employee ID
Full Name [~]

Job Title [~

Location {~|
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2. Inthe palette, scroll to locate the desired column header, and drag it out of the palette to the header row on the list. As
when you reorder the columns, the current target location for dropping the new column is indicated by two small
vertical arrows highlighting the gap between existing column.

Note - If a database column is not listed in the Field Chooser palette, you cannot display it in a list in the Management
view. For some lists, additional columns are available if you wish to prepare a custom report.

3. Repeat for any additional columns you want to add.
4. When satisfied, you may close the Field chooser palette in either of these ways:

® |nthetop right corner of the palette, click the X close icon.

® Above the list, click the column chooser icon l again.

Removing a Column From the List

To remove a column from the list, perform the following steps.

Task To hide a column, removing it from the list:
1. From the set of icons above the right side of the list, click the column chooser icon: l . The Field Chooser palette
appears, floating over the list. You may drag the palette by its title bar to any convenient location.
2. Dragthe chosen column header from the list and drop it anywhere within the Field Chooser palette. The column
disappears from the list, and the column header is inserted in alphabetical order into the Field Chooser palette.
3. Repeatasrequired, and then close the palette as described above.
Resetting a List to Default Settings
To reset a list to default settings, perform the following steps.
Task To reset a list to its default settings:

To reset a list to its original, factory-supplied configuration (including visibility and ordering of columns), click the restore

defaults icon: D

Grouping Items in Lists

You can easily create groups within existing lists.

You create groups by choosing a visible column to group by. For example, you might decide to group a list of workflows by
Current Phase. When you do this, the list changes to show a heading for each phase, with a count (in brackets) of how many
records are inside the group. Using the +icon on the left of each group heading, you can expand each heading to list the
individual rows within the group.
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You can also create groups within groups, building up a hierarchy. In this case, expanding the first level heading exposes
the second level headings, along with their counts. You can continue expanding until you get to the list of individual rows in
each sub-group.

Groupings are 'sticky' — if you set up groups on a list, navigate away to another page and then come back to this list, your
groupings are still visible. Of course, groupings are unique to each operator account.

Task To manage groups:

1. Above the list, towards the right, click the grouping icon:

A new grouping area appears above the column headers. It displays Drag a column header here to group by that

column.
5 results returned 20 v rows per page i D l = T
Drag a column header here to group by that colurnn
Name Sequence No Project Company Status Current Phase Assigned Date Uploaded
'WF_Upgrade_Motepad++ 6_150717-145759 WF4 Europe Workflow Active Application No 71772015 7:57:59
Administrator Request PM
WF_Upgrads_Visual C++ Minimum Runtime 2012_150717-  WF5 Eurcpe Workflow Active Assess Ne TAT/2015 T:58:04
145804 Administrator Compatibility PM
WF_Upgrade_Visual C++ Redistrbutable 2012_150717- WE3 Eurcpe Workflow Active Application No 71772015 7:57:56
145756 Administrator Request
'WF_Upgrade_Windows 8.1 Enterprise_150717-144652 WF1 Eurcpe Workflow Active Application Ne TA7/2015 T46:52
Administrator Request PM
WF_Upgrade_Wireshark 1.10_150717-145750 WF2 Europe Workflow Active Application No 772015 7:5T:50
Administrator Request PM

2. Usingyour chosen column header, click and drag into the grouping area. When two small arrows appear at the left end
of the grouping area, you can drop the column header. The screen refreshes to show this column header in the
grouping area, and the list is replaced with all the group headers.

Current Phase &

Name Sequence No Project

Current Phase: Application Request

Current Phase: Assess Compatibility

Q

Tip - You can reverse the sort order of the group headers by clicking on the column header shown inside the grouping
area. (Independently, you can also sort the rows within each group using the other column headers that are not in the
grouping area.)

3. Toadd asub-group, drag up a second column header. Drop the column header when the little arrows appear at the
preferred left-to-right position in the grouping hierarchy. This means you can determine the order of your hierarchy as
you go. For example, if you have already grouped by Current Phase, your next drag-and-drop can make the hierarchy
Current Phase/Assigned, or Assigned/Current Phase, depending on where you drop the second Assigned column
header.
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0

Tip - You can also drag grouped column headers into a different order within the grouping area, switching the hierarchy
around.

4. Todisplay the individual members of a group, click the + expander at the left end of the group heading. Click the same
spot to hide the member rows again.

5. Ifspaceisatapremium in your display, you may hide the grouping area (control) by clicking its icon again. This icon
shows and hides the grouping area control. It does not turn grouping on and off inside the list.

6. Toremove grouping from a list:
a. Ensure that the grouping area is visible (if not, click the grouping icon again).

b. Draga column header out of the grouping area, and drop it in the position in the table header row where you
want this column to reappear.

c. Indicator arrows appear to show where the column header will be inserted when you release the mouse button.

Publisher & [+]
2

Publish{ls, & | . —
Produci | @ersion | ~| Application Name |

Publisher: Riwrﬁed Technology

Publisher: Symantec

d. Ifyou have multiple groups, repeat this action for each column header until all are cleared out of the grouping
area.

Searching in Lists

A search is one way to limit the amount of data transferred from the central database to your browser.

In the web interface for Workflow Manager, pages that show lists of data also have a search field above the list on the right.

Status: Active ¥ Add
OMm=Y

Updated by [~| Lbrary |[~| Workflows |-| Status ||

Figure 2-3: Search field above lists

This search applies to currently visible text fields in the data set:
® Fields hidden in the column chooser are not searched.

® Numeric fields, dates, and (generally) enumerated lists (predefined lists of acceptable values) are not searched.
However, once you have used a text search to narrow down the data set, you can add filters on these other kinds of
fields (see Using Filters to Limit Data Size).
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Task To search for list contents:

1. Ensure that the column(s) you want to search are visible in the list. Searching applies only to the columns currently
displayed in a list.

2. Ontherightside, immediately above the list, enter the text to search for in the Search field. The following rules apply:

Rule Example

Searching is always case insensitive. Searching for acrolinx matches acrolinx, Acrolinx, and AcroLinx.

Word completion normally applies. Searching for support returns results containing supporting and
supported. It will not return anything containing only unsupported
(because “support” is not at the start of that word). The search match
is “begins with”, but not “contains”.

0

Tip » When you later add filters to your results, you can use other tests
like Contains in the filters (see Using Filters to Limit Data Size).

Multi-word searches apply word Searching for off micro will return Microsoft Office, and would also
completion to each word, in any return Redmond offices of Microsoft.

order.

Multi-word searches apply to one Searching for off micro will return Microsoft Office provided that
column at a time. you are searching (say) a Product column that contains that complete

text. However, it would not return a row that had Publisher set to
Microsoft and Name set to just Office, because there is no single
column that the search terms entirely match.

Multi-word searches must match Searching formi off 2013 will return a row where the Name is

every word. Microsoft Office 2013, but notone for Microsoft Office without
the year attached, since not all the search words are matched in the
latter case.

Double quotation marks make the Searching for “microsoft office” will return Microsoft Office, but

match exact (without word not Redmond offices of Microsoft (ordering), and not Microsoft

completion or reordering), but still Corp Office (there must be nothing but white space between the

case insensitive. matched words).

o

Tip - You can also enclose one search term in double quotes (this
requires an exact match) and add more words outside the double quotes
(word completion and reordering applies to these).

3. Finish yourinput by typing Enter or Return, or by clicking the icon of the magnifying glass on the left end of the search
field.

After a short time, the list refreshes with the rows that match your search term. The total number of matching rows
(across all pages of the list) is shown above the list on the left side.
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4. Toclearthe search, and restore the original list with all possible values, delete the contents of the search field, and
click the magnifying glass (in other words, searching for a blank clears the search).

Using Filters to Limit Data Size

When large amounts of information are available from your database, there are two quite similar approaches to reducing
the amount of information shown in a list:

® Searching—When you search for a particular value in the search field above the list, the contents of your list are
replaced with the values that match your search. Often you'll be looking for one, or a few records.

® Filtering—Filtering tends to be used to narrow down to a group of records. This section covers filtering.
You can use the search and filter controls in any combination you like.

Behind the scenes, there is just one filtering engine; but there are different ways you can control it, depending on how you
prefer to work:

Table 2-4 « Types of Filters

Filter Type Description

Using the Quick Filter Button This extra button in the header row enables you to quickly filter the list by
selecting one of the listed values.

Using the Header Filter Using a header filter makes it easy to restrict the values in column you can see
displayed. It constantly updates the list as you adjust the filter settings.

Of course, filters apply only to the list where you create them; and even if you navigate away to another page, they are still
in place when you return, until you clear the filter.

Using the Header Filter

This filter constantly updates the list as you adjust the filter settings.

This filter displays a special row immediately under the header row in your list. In this row, you can choose values and tests,
after which the list refreshes to show only those records that match your settings. For example, if you set the Consumed
column of the All Licenses list to test for Equals 0, the list would show only licenses that were not yet recording
consumption through matching installations (and so on).

The header filter is one way to control the filter engine that decides which rows to display. The same engine is also
controlled by the simple filter. This means you can see the rules you apply using the header filter also displayed in the
simple filter.

To use this filter control:

1. Above the list on the right, click the header filter icon T

A new row appears immediately below the headers in your list. For each column, the display in this row varies,
depending on the kind of information:
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® |fthe column displays a fixed set of values, the header filter for this column shows an option list where you can
choose a value to match. The options may include the special value All, which is the same as not filtering on this
column (since it means that all its possible values are allowed). This is handy for removing a particular choice you
had made previously.

® |fthe column displays either text or numbers, the header filter for this column shows a field to enter/display
values, and another blue filter icon that lets you choose what test to apply with the value.

Tip - The content of the list is refreshed each time you change anything in this header filter.

2. Forcolumns where you can type in values, take these two actions in either order:

a. Typeavalueinto the field provided (the field is not case sensitive). You may finish with the Enter (or Return) key
to apply this value (or simply move onto the next step). If you have not yet chosen a test to apply using this value,
the default test is used. For text, the default is Contains. For numbers, the default test is Equals. If these defaults
suit your purpose, you don't need to do anything further here.

b. Tochange the test, click the blue filter icon immediately to the right of this data field. An option list appears,
showing the various tests you can apply using this value. The current setting has a check mark (tick) beside it.
Choose the test you want to use. (The current test is also displayed in the simple filter settings, under the page
title.)

Available tests depend on the kind of information. For example, tests for fields that accept text include Begins with

and Contains, while tests for numeric fields include Is less than and Is greater than or equal to.

3. For columns with a fixed set of values, just choose a value from the option list in the header filter row. Remove this
choice (when you want to) by choosing All.

4. You can repeat this process for any additional columns you want to include in your filter.
Tip - Filtering on the columns in the header filter is always additive (logical AND) — a row of data must satisfy all of the
tests you apply before it can be displayed in the list.

5. Toclearanindividual column test, you can either:

® Clickthe Xicon at the right end of the appropriate condition where it is displayed in the simple filter (under the
page title)

® Deleting any value in the header filter row for this column.

Example
To show all licenses relating to Microsoft Visual Studio:
® In Publisher column, choose Begins with Mic
® |n Name column, choose Contains Vis.
The values are visible in the header filter, and your chosen tests and values are visible in the simple filter.
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Publisher & [+] Product [+] Versien B
[ v m =

Microsoft Visual C++ Redistributable 5

Microsoft Visual C++ Redistributable 2013
Microsoft Visual C++ Redistributable 2013
Microsaft Visual Studio Prerequisites 2012
Microsoft Visual C++ Redistributable 2003
Microsoft Visual C++ Minimum Runtime 2013

Figure 2-4: Example of Simple Filter

Using the Quick Filter Button

There is a quick filter button in the header row of all Rationalization Manager lists that enables you to quickly filter the list
by selecting a column value.

To use the quick filter button:

1. Click a quick filter button in a column header. A drop-down list of values in that column opens.

Rationalization Project Administration

List of existing Rationalization projects. Click name to edit it in the Rationalization Wizard.

Quick Filter Button
14 results returned 20 ¥ rows per page i ‘ D l
Project Name E Rationalize For B Created On E Scope type | Exclusion List |  Status
Marketing Current Environment 7/20/2015 6:31:14 AM Users _ gress
i ¥ ’ (Blanks)
Engineering New Environment 7/20/2015 6:33:07 AM Users (Non blanks) lograss
Accounting Current Environment 7/20/2015 6:34:05 AM Users CorporateUnit logress
Advertising Current Environment 7/20/2015 1001617 AM Users MachineName lk logress
Users

R&D New Environment 7/20/2015 10:23:04 AM Users npplications lyze
Auditing Current Environment 7/20/2015 10:30:34 AM Users lyze
Training Current Environment 7/22/2015 10:19:27 AM Users ifyze
Development Current Environment 7/23/2015 6:11:33 AM Corpaorate Units InProgress

2. Select avalue from the drop down list. The list is now filtered by that selection.

Exporting a List

You may wish to export the data in a list for distribution to other people, for printing, or for additional work. Lists can be
exported to the following formats:

® PDF—These can be viewed in Adobe Reader, Apple Preview, and many other PDF readers and editors.
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®  XLS and XLSX—Excel files.
® RTF—Rich text format files can be opened and edited in many word processors, including Microsoft Word. There are
some RTF-capable editors that do not support all the RTF features used in .rtf files exported from FlexNet Manager
Suite.
® CSV—A plain text file of comma-separated values (.csv). These can be imported by many spreadsheet and other
products.
An exported list includes the same content as the list displays at the moment of export. Before exporting the list, you can:
® Use asearch to focus the data set returned from the database.
® Add filters to further limit the results to exactly those you require.
® Sort the data in your preferred order down the list.
® Arrange columns in your preferred left-to-right order, showing or hiding your columns of choice using the column
chooser.
Tip - Ifyou do not get the results you expect, make sure you are the only person using your login account, and that you are
working in only one browser window/tab for this list. Since the export uses the most recent settings made by each operator
account (regardless of the browser tab or browser window), you might get confused if you have two tabs working on the same
list.
=
Task To export a list:

3. Configure the list until it displays exactly the data you need in the format you prefer, using any of the options listed
above.

4. Immediately above the list, click the export icon. A small option list appears, showing all the available export formats:

+

Export to PDF

3 Export to XLS 1
Export to XL5X
Export to RTF
Export to CSV

5. Select the appropriate format from the option list. After a moment, your web browser presents its Save As dialog.

6. Rename the file to suit your corporate standards, and use the dialog to navigate to a suitable location for saving the
file. Click OK or Save.

7. When the download is complete, your web browser normally provides a method to open the downloaded file.

Using Help

When you have questions about your product, first consult the online help library. The help library is the complete user’s
guide for using AdminStudio Enterprise Server and Workflow Manager tools.
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The Workflow Manager / AdminStudio Enterprise Server Help Library can be opened by clicking the Help button in the page
banner. It will open to a section relevant to the page you are viewing.

EWOF'(HOW MG nCIger Q | admin@company.com

Sign Out

Workflows Reports Administration Settings Workflow Manager

Figure 2-5: Help Button

You can also view the Workflow Manager / AdminStudio Enterprise Server Help Library at any time by visiting the Flexera
HelpNet site:

http://helpnet.flexerasoftware.com

You can obtain PDFs versions of the online help, as well as release notes and installation guide, at the Flexera
Documentation Center:

https://flexeracommunity.force.com/customer/CCDocumentation

Contacting Us

Flexera is headquartered in Itasca, lllinois, and has offices worldwide. To contact us or to learn more about our products,
visit our website at:

http://www.flexera.com
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Managing Roles and Permissions

All of the Workflow Manager / AdminStudio Enterprise Server permissions are related to roles. The people using and
administering Workflow Manager / AdminStudio Enterprise Server are granted access based on the roles they belong to.

Information on using roles and permissions is presented in the following sections:
® AdminStudio and Workflow Manager Roles and Permissions
® Role Management

® Roles Reference

AdminStudio and Workflow Manager Roles and
Permissions

Each role consists of a set of permissions to allow access to different features or areas of AdminStudio and Workflow
Manager. Every person who needs to work with these applications or administer the system is then assigned to one or
more roles, and the set of features he can access is a combination of the permissions supplied by all of his roles.

This section includes the following topics:
® Role Permission Lists

® System Roles

Role Permission Lists

Permissions to perform all AdminStudio and Workflow Manager functions are assigned using roles. A user has permission
to perform only those tasks that are explicitly selected in the role(s) that the user is assigned to.

This section describes all of the AdminStudio and Workflow Manager permissions:
® Administration and Reports Permissions

®  Workflow Manager Permissions
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® AdminStudio Client Tools Permissions

Administration and Reports Permissions

AdminStudio Enterprise Server and Workflow Manager have the following permissions:

Table 3-1 « AdminStudio Enterprise Server and Workflow Manager Permissions

Feature This right grants permission to...
Approval View See the Approval Administration page.
Edit Modify an existing approval template, including adding or removing
users.
Add Add/delete an approval template.

[®

Important - After you create a template and add a new role, the check
boxes for the new role are enabled by default in the Workflow Phase
Permissions.

Directory Services View See the Administration/Directory Services tab and view the Directory
Services page, the Directory Services List page, and the Directory
Services Attributes Administration page.

Edit Modify an existing directory service.
Add Create a new directory service.
Delete Remove an existing directory service.
Email Templates Edit Modify email templates.
External Data Edit View and modify the settings on the External Data Sources tab.
Sources
Global Email View See the External Email Address Administration page.
Administration
Edit Modify the settings on the External Email Address Administration
page.
People View See the Account Administration and Account Details pages.
Edit Modify an existing account.
Add Create a new account and import accounts from a directory service.
Delete Remove an existing account.
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Table 3-1 « AdminStudio Enterprise Server and Workflow Manager Permissions

Feature

This right grants permission to...

Roles View See the Role Administration and Role Details pages.
Edit Modify an existing role.
Copy Duplicate an existing role.
Add Create an existing role.
Note « You must have this permission in order to be able to upgrade an
existing Application Catalog.
Email Notify Enable email notification.
Enabled
System Settings View View system settings.
Edit Edit system settings.

Reports / All Reports  Edit

Modify an existing custom report.

Add Create a new custom report by making a selection under Custom
Reports on the Reports menu.
Delete Remove an existing custom report.
Reports / View See the Search Packages page and view Package Reports.

Package Reports
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Workflow Manager Permissions

40

The Workflow Manager category covers general access to Workflow Manager, allowing you to specify precisely which areas
of the product people may use.

Table 3-2 « Workflow Manager Permissions

Category

Workflow Request

This right grants permission to...

View See the Properties and Issues tabs on the Workflow Request
page for an existing workflow request.

Edit Modify an existing workflow request.

Copy Duplicate an existing workflow request.

Add Create a new workflow request.

Delete Remove an existing workflow request.

Monitor Workflow Progress

See the Progress tab of the Workflow Request page, and
complete workflow steps and workflow phases.

View Related Workflows

See the Related Workflows tab of the Workflow Request page.

Add Related Workflows

Link one workflow request to another on the Related
Workflows tab

Deleted Related Workflow
Links

Unlink related workflows.

Edit Workflow Due Period

Modify the Workflow due period field on the Properties tab of
the Workflow Request page.

View Properties

See the Properties tab of the Workflow Request page.

View Uploaded Files

See the Uploaded Files tab of the Workflow Request page.

View Downloadable Files

See the Downloadable Files tab of the Workflow Request
page.

Workflow Request

(Continued)

View Documents

See the Documents tab of the Workflow Request page.

Upload Documents

Upload documents on the Documents tab of the Workflow
Request page.

Delete Documents

Delete documents on the Documents tab of the Workflow
Request page.

Download Documents

Download documents on the Documents tab of the Workflow
Request page.
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This right grants permission to...

Calendar Settings View See the Calendar Settings Administration page.
Edit Modify calendar settings.
Consumer View See the list of existing consumer companies, and view their
Company details.
Edit Update details of an existing consumer company.
Add Create a new consumer company.
Delete Remove an existing consumer company.
Issues View See the Issues tab of the Workflow Requests page, and drill
through to see details of an individual issue.
Respond Respond to an existing issue.
Add Create a new E-mail or Knowledge Base issue.
Close Close an existing E-mail or Knowledge Base issue.

Add/Close Critical Issue

Create and close Critical issues.

My Notifications View See the My Notifications pages: My Default Project
Notifications and My Workflow Notifications.
Edit Modify settings on the My Default Project Notifications and
My Workflow Notifications pages.
Workflow and View See the permission and email settings on the Template Details
Template and Project Details pages.
Permissions
Edit Modify the permission and email settings on the Template
Details and Project Details pages.
Projects View See the Project Administration page, and see (but not update)
project details on the Project Details page.
Edit Update details of an existing project.
Add Create a new project.
Delete Remove an existing project.
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Table 3-2 « Workflow Manager Permissions

Category

This right grants permission to...

Search Simple Search Enter keywords in search box on the Home page to search for a
workflow request by name.

Advanced Search Search for workflow requests by specifying multiple criteria on
the Filter Your Search menu.

Task Approval Approve on Behalf Enables user to approve a workflow step with a Step Type of
Approval Task on behalf of any and all users.

Templates View See the Template Administration page, view template details
on the Template Details page, and add an external data source
by clicking External Data Sources on the Settings menu.

Copy Duplicate an existing template.
Add Modify an existing template and create a new one.

Terminology View See and modify system terminology.

Work Assignment View See a list of existing work assignments on the View
Assignments by Account page.

Assign Assign work on the Assign Work page.

Workflow View See the list of existing administrator companies, and view and

Administrator update administrator company details.

Company

Add Create a new administrator company.

Workflow Status View See the Workflow Status Administration page and see (but

Management not modify) workflow status details on the Edit Workflow
Status page.

Edit Update workflow status details on the Edit Workflow Status
page.
Add Create a new workflow status.
Delete Remove an existing workflow status.
Time Off Admin Admin Gives user permission to see time off records for all users who

are members of the administrator company or one of its
associated consumer companies. Without this role permission,
a user can only see their own time off records.
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AdminStudio Client Tools Permissions

The AdminStudio client tools have the following permissions:

Table 3-3 « AdminStudio Client Tools Permissions

Category

This right grants permission to...

AdminStudio Client  Edit View and edit the projects on the Process Assistants tab that are
Interface assigned to him.
Process Assistants . . .
Tab Create Create new projects and assign them to users. Users with the Create
a
permission see a list of all users and their associated Projects on the
Process Assistants tab. Users with only the Edit permission cannot
create new projects and can only view and edit projects that are assigned
to him.
Delete Delete a project from the Process Assistants tab.
AdminStudio Client  View View existing workflows using the Process Template Editor.
Interface
Edit Modify existing workflows using the Process Template Editor.
Process Template
Editor Create Create a new workflow using the Process Template Editor.
Delete Delete a workflow from the Process Template Editor.
AdminStudio Client Add Add a new tool to the AdminStudio Tools button.
Interface
. . Edit Modify the properties of an existing tool on the AdminStudio Tools
AdminStudio Tools
button.
button
Delete Delete an existing tool on the AdminStudio Tools button.

AdminStudio Client
Interface

General

Modify Tools
Options Dialog

Set options on the Locations, Updates and Quality tabs of the
AdminStudio Options dialog box. Users without this permission can view
the Options dialog box but cannot make any changes.

Change Default

Permits user to edit the Make this the default shared Application

Application Catalog option on the Connect Application Catalog dialog box
Catalog
Application Catalog Select Tests to Permits user to edit the selections on the Select Tests to Execute dialog
| Conflict Solver Execute box.
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Table 3-3 « AdminStudio Client Tools Permissions

Category

This right grants permission to...

Application Catalog
| Conflict Solver

Conflicts

Run Analysis

Perform conflict analysis on a package.

Resolve

Resolve any automatically resolvable conflicts found during conflict
analysis on a package.

Modify Rules

Open the Rules Viewer and create and edit new rules.

Modify Data

Create new groups, rename existing groups, and modify group
properties.

®  Permits user to cut and paste a group to a new location.
®  Permits user to copy/cut and paste a package into a new group.

®  Permits user to modify options on the Resolution Options dialog
box.

®  Permits user to edit a package Description on the Products View.

Application Catalog
| Conflict Solver

Package

Delete

Delete a package from the Application Catalog.

Import

Import a package into the Application Catalog.

Modify Extended
Attributes

Modify a package’s metadata on the Extended Attribute view.

Delete History

Delete a package’s history log (which contains a record of any operation
that materially changes a software package or the data associated with
it).
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Table 3-3 « AdminStudio Client Tools Permissions

Category

This right grants permission to...

Application Catalog

Run Merge Wizard

No longer used.

Other N . . . - .
Run Validation Validate a Windows Installer package against custom actions written by
Microsoft which can be executed to determine if an installation package is
built according to Windows Installer standards.
Scan for Generate a list of all of a package’s files that have dependencies with files
Dependencies used by other products or operating systems in the Application Catalog.
Run Directory Use Package Auto Import to monitor a directory location on the network
Monitoring (or alocal directory) and automatically import or re-import packages in
that directory.
Run Best Practices  Use Analyze to evaluate source packages to see if they meet Windows
Installer best practices rules.
Modify Tools Open the Application Catalog Options dialog box and set options.
Options Dialog
Change Connect to a different Application Catalogs by selecting Connect on the
Application Application Catalog menu. Without this permission, this selection is
Catalog disabled.
0S Security Patch Import Patch Use Import Wizard to import Windows operating system patches into the
Wizard Application Catalog.
Run Analysis Use the Patch Impact Analysis Wizard to analyze the impact of installing
an OS Security patch on user machines.
Software Overwrite Import a duplicate package into the Software Repository, overwriting the
Repository existing version.

System Roles

Workflow Manager is installed with default System Roles which cannot be modified. These roles were created based upon
the typical needs of people accessing the product, and have only the permissions that these people would require to
perform their day-to-day tasks. You can assign these system roles to people within your enterprise, or can copy and then
modify these roles to customize them for your organization.

Any new roles that you create, either manually or by copying and modifying system roles, are considered user roles. These

can be freely modified.

Copied system roles or new roles that you create have a Role Type of Account (user roles), while default roles created
during installation have a Role Type of System (system roles). A role’s Role Type is listed on the Role Administration page

and cannot be changed.

Information about system roles is organized in the following sections:
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®  Super User Role: AMSSuper
® Default System Roles

® Default System Accounts

Super User Role: AMSSuper

The default AMSSuper role has full rights to administer and use AdminStudio Enterprise Server and Workflow Manager.
During installation, the following super user account is created and assigned the AMSSuper role:

® User Name: suams

® Password: suams

[®

Important « Upon first login using the suams account, it is important that you change the password.

This role is unique in that it allows the user to manage roles and accounts from all companies. All other roles are associated
with a specific company within your organization, and so grant access only to roles, accounts and other entities belonging
to that company.

An operator assigned the AMSSuper role can create administrator companies. All other tasks should be performed by a
person belonging to a workflow administrator role.

Note » The AMSSuper role is not listed on the Role Administration page unless you are logged on using the suams account.

Default System Roles

When Workflow Manager / AdminStudio Enterprise Server is installed, the following system roles are created:

Table 3-4 « Default System Roles

Role Name Company Name Description

Configuration Workflow Use for people managing the software configuration of computers in the

Manager Consumer enterprise, whose responsibilities may include deployment of software.

License Manager Workflow Use for people managing the license compliance of software throughout
Consumer the enterprise.

Consumer Project Workflow Use for people managing the requests submitted by workflow

Manager Consumer consumers.

Workflow Project Workflow Use for people managing the completion of the submitted requests.

Manager Administrator

Repackager Workflow Use for people performing software application repackaging in your
Administrator organization.
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Table 3-4 « Default System Roles

Role Name Company Name Description

System Workflow Use for people who configure Workflow Manager or take action on

Administrator Administrator workflow requests submitted by workflow consumers.

Tech Lead Workflow Use for people performing technical infrastructure tasks in your
Administrator organization.

UA Tester Workflow Use for people performing user acceptance testing in your organization.
Consumer

User Workflow Use for general workflow consumers; employees in your organization
Consumer who will submit workflow requests related, for example, to installation

of new software.

Note - Ifyou did not purchase Workflow Manager, the roles associated with the workflow consumer company are not listed.

You can view the permissions of each of these roles by selecting the role on the Role Administration page, and then
expanding the Role Permissions list.

Default System Accounts
When Workflow Manager / AdminStudio Enterprise Server is installed, an account is created for each of the system roles.

To see what functionality one of these default system accounts has, select the associated role on the Role Administration
page, and then expand the Role Permissions list.

Note « By default, the password for each of these default system accounts is the same as the text prior to the @ sign (such as

1m for Im@company . com).

Role Management

This section describes how to review and manage the roles created for your organization.
® Creating a New Role

® Viewing or Changing an Existing Role

® Copying an Existing Role

® DeletingaRole
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Creating a New Role

If the default system roles aren’t flexible enough to cover all security requirements in your enterprise, you may need to
create new roles.

To create a new role:

1. Click Roles on the Settings menu. The Role Administration page opens.

2. Click the Add button. The Role Details page opens.

WOFI(HOW Manuger Type to search Q|

Workilows Issues Reporis Administration Setlings

L

*

Role Details

Enter or edit role information, select permissions from permissicn list, and click Update. You can also delete a user defined role,

* Role name:
Company name:  Workflow Administrator v
Role Description:

* Apply permission to Templates: None ¥

Role Permissions: View

dcr("\ow‘ Manager @ Adminstudio

L O]

Reports

[ All Reports

[ Package Reports
Workflow Manager

[ Workflow Administrator Company
[ Consumer Company
[ Workflow Request
[ Work Assignment
O Issues

[ search

[0 Templates

R+ -+ -+ + I -+

[ Calendar Settings

3. Enterdetails to identify the role, and assign appropriate permissions. For more information, see Role Details Page and
Role Permission Lists.

4. Click the Save button. The Role Details page closes, and the new role now appears in the list on the Role
Administration page.

Viewing or Changing an Existing Role

You may view the details of any role listed on the Role Administration page, but cannot update any of the default system
roles.
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Task To view or update an existing role:
1. Click Roles on the Settings menu. The Role Administration page opens.
2. Locate the role that you want to work with.

3. Clickrole you want to edit. The Role Details page for that role opens.

Role Details

Enter or edit role information, select permissions from permission list, and click Update. You can also delete a user defined role,

* Role name: QA Manager
Company name: Warkflow Administrator v
Role Description:

* Apply permission to Templates: Edit v

Rele Permissions:
@ Workflow Manager & Adminstudio
| Jofosmwn

‘ All Reports
Package Reports
#- [®  Workflow Manager
| “-D Workflow Administrator Company

| ¢_|:| Consumer Company
Worlkflow Request

Work Assignment
Issues

Search

Templates

| #}-D Calendar Settings
| BB M Nesifieatione h

4. View or update the role as required. For more information, see Role Details Page and Role Permission Lists.

5. Click Save to save your changes and return to the Role Administration page. To exit without making any changes,
click Cancel.

0

Tip « The Save button will be disabled if you are viewing a system role.

Copying an Existing Role

You can make a copy of any existing role, and then customize it for your organization. This is particularly useful for
tweaking system roles, since you cannot modify them directly. Because people may only be assigned to roles created for
their specific company, you may also want to copy roles if they are common to more than one of the companies defined in
your organization.
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Task To copy an existing role:
1. Click Roles on the Settings menu. The Role Administration page opens.

2. Click the Copy button. The Role Copy page opens.

Role Copy

Make selections from the lists to specify the role you want to copy and the target company for the new rale, and enter a name to identify the new role. Then click Copy
Copy from Company: Workflow Administrator ¥
Copy from Role: QA Manager L
Copy to Company: Workflow Administrator ¥

*MNew Role name:

3. Select the name of the company whose roles you want to copy from the Copy from Company list.

QA Supervisor

4. Select the role you want to copy from the Copy from Role list.

5. Select the name of the company you are creating the new role for from the Copy to Company list. You may select the
same company that your original role belongs to.

6. Enteraname inthe New Role Name field to uniquely identify this role.

Note -« You are not permitted to have two roles in the same company with the same name. You can, however, use the
same role name in more than one company.

7. Click the Copy button. The Role Copy page closes, and the new role appears in the list on the Role Administration
page.

8. Ifyou want to edit the new role’s Role Description or modify its permissions, perform the steps listed in Viewing or
Changing an Existing Role.

Deleting a Role

If aroleis no longer relevant to your organization, you can choose to delete it. You cannot remove any of the default system

roles.
Task To delete an existing role:

1. Click Roles on the Settings menu. The Role Administration page opens.
2. Click the role that you want to delete. The Role Details page for that role opens.

3. Click Delete. You are prompted to confirm the deletion.
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0

Tip - The Delete button will be disabled if you are viewing a system role.

4. Click OK. The Role Details page closes and the role you deleted is no longer listed on the Role Administration page.

Roles Reference

Reference information for roles is presented in the following sections:
® Role Administration Page
® Role Copy Page

® Role Details Page

Role Administration Page

The Role Administration page lists roles defined in the system. You can view this page by clicking Roles in on the Settings
menu.

Use this page to:

® Drill through to a page showing the details of and permissions associated with a single existing role, where you may
either update (see Viewing or Changing an Existing Role) or delete (see Deleting a Role) that role.

® (Create anew role (see Creating a New Role).

® Copy an existing role (see Copying an Existing Role).

0

Tip - This page will only list roles associated with your account’s company. To view all roles, you will need to log in with the
super user account, assigned the AMSSuper role.
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Role Administration

Select a Role to edit, or click Add to create a new Role.To create a new Role from an existing one, click Copy.

11 results returned 20 ¥ rows per page i D l = T

Role Name B Company Name Role Description E Role Type B
Application User Workflow Consumer Application User for Requester Company System
Configuration Manager Workflow Consumer Configuration Manager role for Workflow Consumer System
License Manager Workflow Consumer License Manager role for Workflow Consumer System
Project Manager Workflow Consumer Project Manager for Requester Company System
Project Manager Workflow Administrator Project Manager Role System
Repackager Workflow Administrator Application Repackager Role System
SCAdmin Workflow Administrator System Administrator Role System
System Administrator Workflow Administrator System Administrator Rele for Workflow Administrator System
Tech Lead Workflow Administrator Tech Lead Role System
UA Tester Workflow Consumer User Acceptance tester for Requester Company System
User Workflow Consumer User role for Workflow Consumer System

@ Create Filter

Figure 3-1: Role Administration Page
The Role Administration page lists the following role details, some of which are hidden by default:
Table 3-5 « Role Administration Page

Option Description

Role Name A brief identifier for the role.

Company Name Only people belonging to this company can be assigned to this role.

Role Description A more detailed description of the role’s purpose.

Role Type Identifies this role as one of the following:

® System—Role was created during installation and cannot be deleted or modified.
However, it can be copied and modified to create an Account role.

® Account—Role created by an administrator either by copying an existing system role or by
creating a new role.

For more information, see System Roles.

Role Copy Page

Use the Role Copy page to copy an existing System or Account role.
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Role Copy

Make selections from the lists to specify the role you want to copy and the target company for the new rale, and enter a name to identify the new role. Then click Copy.
Copy from Company: Workflow Administrator ¥
Copy from Role: QA Manager A
Copy to Company: Workflow Administrator ¥

*MNew Role name:

Figure 3-2: Role Copy Page

QA Supervisor

The following fields are available on the Role Copy page:

Table 3-6 « Fields on the Role Copy Page

Field Description

Copy from Company Select the name of the company that has a role that you want to copy.

Copy from Role Select the name of the role that you want to copy. You can copy either System or Account
roles.

Copy to Company Select the name of the company that this new role is being created for.

New Role Name Enter a name to identify this new role.

Role Details Page

The Role Details page allows you to view and update the details of an individual role, and to set the specific features in
Workflow Manager / AdminStudio Enterprise Server that are accessible by people assigned the role. Also use this page to
remove an existing role which is no longer required.
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.WDFI(HOW Manuger Type to search Q|

Workilows: Reporis Administration Setfiings

o]

-3

Role Details

Enter or edit role information, select permissions from permission list, and click Update. You can also delete a user defined role,

* Role name:
Company name:  Workflow Administrator v
Role Description:

* Apply permission to Templates:

Rele Permissions:

2 Reports

O

[ All Reports

[ Packsge Reports
Workflow Manager

[ Workflow Administrator Company
[ Consumer Company
[ Workflow Request
[ Work Assignment
[ Issues

[ Search

[ Templates

[ Calendar Settings

Figure 3-3: Role Details Page
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The following fields are available on the Role Details page:

Table 3-7 « Fields on the Role Details Page

Field Description

Role name A brief description of the role. Roles belonging to a given company must all have distinct
names.
Role company The company that the role belongs to. This field is read-only except when you are creating a

new role.

Role Description

Identify the purpose of the role.

Apply permission to
Templates

Select the specific option that this role can apply on the Templates

Role Permissions list

Select the specific areas of the product that this role is to access. Expand out the tree for
detailed information about the permissions available.

® Selecting a check-box automatically selects all child check-boxes.
® Similarly, deselecting any check-box automatically deselects all children.

® You can enable access to all features in the product by clicking the Select All button, or
remove all access by clicking Clear All.

For more information about available permissions, see Role Permission Lists.
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Directory Services

You can create an account for each person that should have access to Workflow Manager / AdminStudio Enterprise Server,
or you can import accounts from a Windows Active Directory or Novell eDirectory directory service.

You can also configure various login methods to best suit your needs: account login, domain account login, and single sign-
on login.

Information is presented in the following main sections:
® Managing Accounts

® Managing Directory Services Connections

® Managing Account Logins

® Accounts and Directory Services Reference

Managing Accounts

There are several ways to grant people access to Workflow Manager / AdminStudio Enterprise Server. You can:
® Create an account—Manually create an account for each person. See Creating a New Account.

® Importdirectory service accounts—Set up a Windows Active Directory or Novell eDirectory directory service
connection, and import accounts from that directory service. See Importing Directory Services Accounts and Groups.

® Importdirectory service group—Set up a Windows Active Directory or Novell eDirectory directory service connection
and import a group from that directory service. This allows you to provide dynamic access to all of the members of
that group as the membership changes. For more information, see Importing Directory Services Accounts and Groups.

Note « For more information on the methods for logging into Workflow Manager / AdminStudio Enterprise Server, and how
authentication is performed, see Managing Account Logins.
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Sample Workflow Manager Users

There are two main categories of Workflow Manager users: consumers, who make requests; and administrators, who
perform the tasks to complete those requests. Consumer and administrator companies group these users.

® Inaninternal environment, the administrator company may be the IT department of a corporation, and consumer
companies may be departments within that corporation.

® Ina consulting environment, the administrator company is the organization performing the requested tasks, and the
consumer companies are its clinets that make requests.

One administrator company usually does work for multiple consumer companies (or internal departments).

A user's assigned roles determine how much functionality is available to that user. Permissions for all of Workflow

Manager's functions are assigned to roles, as described in Managing Roles and Permissions, and roles are assigned to
users. The tasks that administrators and consumers can perform depend upon the permissions of their assigned roles.

To help you get started using Workflow Manager, sample users are automatically created during installation. The names of

the users along with their assigned roles demonstrate typical Workflow Manager users.

Table 4-1 « Sample Workflow Manager Users With Their Assigned Roles

User Type

Consumer
Company Users

User Name Role How They User Workflow Manager
user@company.com User ®  Submit workflow requests
user@requester.com Application User ®  Monitor the progress of their
workflow requests
Im@company.com License Manager ® Manage a company’s license
compliance
cm@company.com Configuration Manager ®  Manages a company’s software
distribution.
pm@requester.com Project Manager ®  Monitor the progress of all of
the workflow requests
submitted by his company
tester@requester.com UA Tester ®  User acceptance tester.
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User Type

Administrator

Company Users
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User Name Role How They User Workflow Manager
repackager@servicer.com Repackager ® Perform workflow request tasks
® Create and view reports
® (Create and view issues
techlead@servicer.com Tech Lead ® Same permissions as the
Repackager role but also has
the permission to assign work
admin@servicer.com SCAdmin ® Assign work
®  Monitor the progress of all of
the workflow requests that his
company is working on
® (Create new consumer
companies, and create new
consumer and administrator
user accounts
® Createroles, projects, and
templates
®  Assign permissions to roles
® Assign roles to consumers and
administrators for each
workflow request
® Communicate with customers

via Workflow Manager

Filtering by Account Status

Some accounts may be disabled or inactive, meaning they can no longer access the system (see Disabling an Account). You
may filter the Account Administration grid by this account status, by selecting either Active, Inactive or All (show all
accounts, regardless of the status) from the Status list. The grid will automatically refresh once you make your choice.

Creating a New Account

If the people accessing Workflow Manager / AdminStudio Enterprise Server are not represented in a directory service, you

will need to create login accounts for them manually.

To create a new account:

1. On the Settings menu, click Accounts and Groups. The Account Administration page opens.

2. Click Add. The Account Details page opens.
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Account Details

Enter or edit account information and click Update.

Company:

* Account Name:
Status:

* Password:

* Confirm password:
Email:

Confirm email:
Location:

* Roles:

Workflow Administrator

Active

) Project Manager

) Repackager

) SCAdmin

) System Administrator

I Tech Lead

3. Enterinformation to identify your new account as described on in Account Details Page.

4. Click Save.

Importing Directory Services Accounts and Groups

If you have defined a directory service connection, as described in Creating a New Directory Service Connection, you can
choose to import accounts or groups from that directory service into Workflow Manager / AdminStudio Enterprise Server.

60

When an account is added to Workflow Manager / AdminStudio Enterprise Server from a directory service, only information
that uniquely identifies the user in the directory service is stored. Information such as telephone number and email
address will always be queried at run time, so that the most current details are obtained.

Workflow Manager / AdminStudio Enterprise Server supports Windows Active Directory and Novell eDirectory directory

services.

Note « For more information on support for directory services, see Managing Directory Services Connections and Managing

Account Logins.
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Task To import accounts or groups from a directory service:
1. On the Settings menu, click Accounts and Groups. The Account Administration page opens.

2. Click the Directory Service Import button. The Directory Services Import page opens.

Directory Services Import

Choose a directory service account you want to add.

Directory Services ¥

Check Account / Group: @ Group

() Account
Filter by Show all / account name: @ Show Al
() Filter list by
Account name v

3. Choose the directory service containing the account or group you want to import from the Directory Service list.
4. Nextto Check Account / Group, select the Account (to import a single account) or Group option.
5. Next to Filter by Show all / account name list, select one of the following:
®  Show All—Select this option to select your account from a list of all accounts and groups in the directory service.

@  Filter list by—Select this option to only return accounts and groups which match the criteria you specify, and
enter your criteria in the associated text box.

Click Find to filter the list of accounts and groups. For example, to search for all of the users that start with the
letter P, use the asterisk wildcard character (*) and enter P* in the Filter list by box.

In either case, click Find to return your chosen list of accounts and groups.

Filter by Show all / account name: ) Show Al
(@ Filter list by
=
Account name | ------Pick group in the list below------ ¥

----—-Pick group in the list below------
Flexera ISAS\aaa

Flexera ISAS\Account Operators

Flexera ISAS\Administrators k
Flexera ISAS\Allowed RODC Password Replication Group
Flexera ISAS\Appv5

6. From the Pick group/user in the list below list, select the group or account to import into Workflow Manager /
AdminStudio Enterprise Server. The Account Details page opens, providing a read-only view of the imported account
or group’s account name and password.
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If you import an account that is a member of a previously-imported group, that account inherits its group’s roles. You

can then assign additional roles to that account.

See Account Details Page for more information about the Account Details page.

7. Click Save. The Account Details page closes and your new account or group appears in the list on the Account

Administration page.

Viewing or Changing an Existing Account

You may view or update the details of any of the accounts visible on the Account Administration page.

KK
|

Task

62

To view or update an existing account:

1. On the Settings menu, click Accounts and Groups. The Account Administration page opens.

2. Locate the account that you want to work with.

3. Click the user name to open the Account Details page.

Account Details

Enter or edit account information and click Save.

Statistics: This user is referenced in 18 workflow requests, 30 records.

Company: Workflow Consumer &
* Account Name: user@company.com
Status: Active !
* Password: was ssssssssssssrnrane
* Confirm password: wes sessrssssrriassrnes
Ernail:
Confirm email:
Location:
* Roles: ) Application User

) Configuration Manager
U License Manager

" Project Manager

L UA Tester

1 User

4. View or update the account as required. See Account Details Page for more details.

5. Click Save.
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Disabling an Account

Accounts may have a status of Active or Inactive. Inactive accounts:

Cannot log in.

Cannot be assigned any work.

Are not listed on the Account Administration page.
Do not get any email notifications.

Cannot be selected as a Consumer Contact or Administrator Contact for a project.

Deleting vs. Disabling a User Account

If an account is not associated with a workflow request, you can delete that account. This means that if you create an
account by accident, you can delete the account before it has a chance to interact with Workflow Manager / AdminStudio
Enterprise Server. See Disabling an Account for details.

If a person is associated in any way with an open or completed workflow request, or with a project or workflow template,

you cannot delete that person’s account from the system. This is because Workflow Manager / AdminStudio Enterprise

Server stores references to such accounts for historical, tracking and reporting purposes. If you no longer wanted this

account to interact with the product, you would instead disable it by setting its Status to Inactive.

Task To disable a user account:

1.

2.

Open the chosen account for editing, as described in Viewing or Changing an Existing Account.

On the Account Details page for that account, set the Status to Inactive, then click Save.

Deleting an Account

If an account is not referenced by any workflow requests or templates in the product, you can remove it from the system.

Task To delete an account:
1. On the Settings menu, click Accounts and Groups. The Account Administration page opens.
2. Locate the account that you want to work with.
3. Click the user name to open the Account Details page.
4. Click Delete. You are prompted to confirm the deletion.
Y
Tip - The Delete button will not be visible if the account is referenced by a workflow request or template.
5. Click SAve. The Account Details page closes and the account you deleted is no longer listed on the Account

Administration page.
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Managing Directory Services Configuration

Workflow Manager / AdminStudio Enterprise Server can be integrated with Windows Active Directory and Novell
eDirectory. This enables you to set up automatic login with the product based upon directory service authentication.

All directory service-related tasks can be managed starting from the Directory Services page, which you can access
clicking Directory Services on the Settings menu.

Information about managing directory services is presented in the following sections:

® Directory service connections—If you import a directory services group, all members of that group can login to
Workflow Manager / AdminStudio Enterprise Server without requiring you to import them individually. Workflow
Manager / AdminStudio Enterprise Server can then retrieve attributes, such as email address or telephone number,
from the directory service dynamically. For information on integrating with directory service users and groups, see
Managing Directory Services Connections.

® Directory service attributes—[Workflow Manager only] You may add data elements to your workflow templates
which, for accounts imported from directory services, will be directly populated from directory service attributes
(such as account name, email address or location). For information on enabling the use of Directory Service Attributes,
see Managing Directory Services Attributes.

Note « For more information about Directory Services and Lightweight Directory Access Protocol (LDAP), see Lightweight
Directory Access Protocol (LDAP) Overview on the Microsoft TechNet website.

Managing Directory Services Connections

Rather than manually creating an account for each person who will use Workflow Manager / AdminStudio Enterprise
Server, you can import accounts from Windows Active Directory or Novell eDirectory directory services. To integrate
Workflow Manager / AdminStudio Enterprise Server with a directory service individual account or group, you need to set up
a directory service connection.

This section includes the following topics:
® Creating a New Directory Service Connection
® Viewingor Changing an Existing Directory Service Connection

® Deleting an Existing Directory Service Connection

Creating a New Directory Service Connection

64

Directory services connections are used to import accounts into Workflow Manager / AdminStudio Enterprise Server, so as
to authenticate Active Directory or eDirectory account-holders logging into Workflow Manager / AdminStudio Enterprise
Server.

You can choose to have a directory service listed in the Domain list on the Workflow Manager / AdminStudio Enterprise
Server login page. This enables people with accounts in the directory service to login to Workflow Manager / AdminStudio
Enterprise Server using their enterprise network credentials
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To add a Directory Service connection:
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1. On the Settings menu, click Directory Services. The Directory Services Administration page opens.

2. Click Add. The Add Directory Service Connection page opens.

Add Directory Service Connection

ry service identification

*Use to authenticate users?:

*Directory service name:

Description:

*Directory service type:

*Directory service host:

*Directory service port:

*Base distinguished name:

*Domain name:

*Use secure socket layer (SSL)7:

Server administration credentials

*Admin distinguished name:

*Password:

Server attribute mapping

*Group class came:

*Group name attribute:

*Group member attribute:

*User class name:

*User name attribute:

Update and Import (User/Group)

O Ves'® No

Active Directory ¥

389

O Ves'® No

admin@company.com

group

<n

member

user

samaccountname

Test Connection Delete

Cancel

3. Enterthe relevant connection details. See Add Directory Service Connection Page for more information.

4. Click the Test Connection button to ensure the settings you entered can be used to successfully connect to this

directory service.

5. Once your connection is successful, do one of the following:
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® Click Save to save your new connection and return to the Directory Services Administration page

® Click Update and Import (User/Group) to save your new connection and open the Directory Services Import
page, where you can immediately import an account for your connection. See Importing Directory Services
Accounts and Groups for more information.

Viewing or Changing an Existing Directory Service Connection

You may view or update the details of any existing directory service connection.

Task To view or update an existing directory service connection:
1. Onthe Settings menu, click Directory Services. The Directory Services Administration page opens.
2. Locate the directory service connection that you want to work with.
3. Click the directory service name to open the Add Directory Service Connection page opens.
4. View or update the connection as required. See Add Directory Service Connection Page for more information.

5. If you update the connection details, click the Test Connection button to ensure the settings you entered can still
connect successfully to your directory service.

6. Do one of the following:
® Click Save to save your new connection and return to the Directory Services Administration page.

® Click Update and Import (User/Group) to save your new connection and open the Directory Services Import
page, where you can immediately import an account for your connection. See Importing Directory Services
Accounts and Groups for more information.

® Click Cancelto close the Add Directory Service Connection page without saving your changes.

Deleting an Existing Directory Service Connection

In order to delete a directory service connection, all references to the directory service must be removed from Workflow
Manager / AdminStudio Enterprise Server. If there are any accounts imported from the directory service or attributes
associated with it, you will be unable to delete the connection.

Task To delete an existing directory service connection:
1. Open the Directory Service Administration page by clicking Directory Services on the Settings menu.

2. Locate the directory service connection that you want to remove. The Add/Edit Directory Service Connection page
opens.

3. Click Delete. You are prompted to confirm the deletion.

Tip - The Delete button will be disabled if your connection is referenced by an account or attribute.
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4. Click OK. The Add/Edit Directory Service Connection page closes, and the connection you deleted is no longer listed
on the Directory Services Administration page.

Managing Directory Services Attributes

When creating a Workflow Manager template, you can assign a Data Element the Data Type of Directory Service. This
means that when a directory service-authenticated account completes the workflow step requesting that particular data
element, information is pulled from the directory service to automatically populate the field, such as that account’s name,
email address, or location.

Each piece of information that can be returned from the directory service is referred to as an attribute. Workflow Manager
allows you to select which of the many directory service attributes you want available for use as data elements in workflow
templates.

Mame -+ :
Phone Number- :

Department « :

Figure 4-1: Example of Fields Populated With Directory Services Attributes

Note « If a person is using Workflow Manager through an account not authenticated from a directory service, such fields will
be enabled and left blank, ready for manual entry.

Information about managing directory service attributes is organized in the following topics:
® Setting Up a New Directory Service Attribute

® Deleting an Existing Directory Service Attribute

Setting Up a New Directory Service Attribute

To make a new directory service attribute available for use in workflow templates, do the following.
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To set up a new directory service attribute:

1. Open the Directory Service Attributes Administration page by clicking Directory Service Attributes on the
Settings menu. The Directory Services Attributes Administration page opens.

Directory Services Attributes Administration

Click Add to add a new Directory Service attribute

Add
4 results returned 20 ¥ rows per page i D l = Y Enter search text
Directory Service Attribute |_| Attribute Alias |_\ Directory Service Name |_| Delete |_|
employeeType Pick one Flexera ISAS Delete
telephoneNumber Phane Number Flexera ISAS Delete
departmentNumber Department Flexera ISAS Delete
givenMame Name Flexera ISAS Delete

® Create Filter

2. Click Add. The Add Directory Service Attributes Page page opens.

Add Directory Service Attributes

Select a directory service and an attribute name. Optionally, enter a user-friendly alias to identify this attribute in Workflow Manager.
Directory service:* Flexera ISAS ¥

Attribute name: * accountExpires x

Attribute alias:*

3. Select the directory service whose attribute you want to make available to workflow templates from the Directory

service list. Refer to Creating a New Directory Service Connection for more information about setting up connections
to your directory services.

4. The Attribute name field lists all of the directory service attributes from the chosen directory service. Select the one

you want to add to the Workflow Manager database. An example of a directory service attribute might be
employeeNumber or documentAuthor.

5. Enter a more user-friendly identifier for the attribute in the Attribute alias field. For example, you may want to

identify the documentAuthor attribute as Author in Workflow Manager.

6. Click Save to register the attribute with Workflow Manager.
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0

Tip - If Workflow Manager is unable to connect to the server (so no attributes can be retrieved), the Save button is
disabled.

Deleting an Existing Directory Service Attribute

In order to delete a directory service attribute, all references to that directory service attribute must be removed from
Workflow Manager. If there are any references to the directory services attribute, you will be unable to delete it.

Task To delete an existing directory service attribute:

1. Onthe Directory Services page, click Manage Directory Services Attributes. The Directory Services Attributes
Administration page opens

2. Locate the attribute that you want to remove.

3. Click the Delete hyperlink in the Delete column to the right of your chosen attribute. The attribute will be removed
without prompting, so be sure you select the correct one.

Managing Account Logins

Workflow Manager / AdminStudio Enterprise Server allows you to login either with your domain account or with a different
named account.

Each method is discussed in this section, as is how to set the session timeout value.
® Login Methods

® Using Account Login

® Using Domain Account Login

®  Using Single Sign-On Login

Login Methods

There are multiple ways you can log in to the application:

Table 4-2 « Login Methods

Method Description Related Topics
Using Workflow Manager / Login using an account created specifically for ®  Using Account Login
AdminStudio Enterprise Workflow Manager / AdminStudio Enterprise

® Creating a New Account
Server account Server.
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Table 4-2 « Login Methods (cont.)

Method Description

Using domain account Login using your domain account credentials.

credentials . .
To set this up, you need to import accounts

from a directory service (Active Directory or
Novell eDirectory) into Workflow Manager/
AdminStudio Enterprise Server.

Note « To login using your domain account,
ensure the Anonymous Access option on the IIS
Manager Authentication view is set to Enabled.
For more information, see Setting the
Anonymous Authentication Option in IIS Manager
to Enable Single Sign-On.

Related Topics

® Using Domain Account Login

® Creating a New Directory
Service Connection

® Importing Directory Services
Accounts and Groups

Using single sign-on login Be automatically logged in to Workflow
Manager / AdminStudio Enterprise Server,
based on your domain account credentials. This
is referred to as single sign-on login. If you set up
this option, IS performs account
authentication; in all other cases,
authentication is the role of Workflow Manager
/ AdminStudio Enterprise Server itself.

Note - To login using the single sign-on method,
ensure the Enable anonymous access option on
the IS Authentication Methods dialog box is not
selected. For more information, see Setting the
Anonymous Authentication Option in IIS Manager
to Enable Single Sign-On.

Note « Single sign-on is not supported for Novell
eDirectory accounts.

®  Using Single Sign-On Login

® Creating a New Directory
Service Connection

® |mporting Directory Services
Accounts and Groups

Using guest account login Login using an anonymous guest account, set
up to view a restricted set of Workflow Manager
features - such as viewing reports or searching
for a request.

® Using Guest Account Login
® Setting Up a Guest Account

® Logginginasa Guest
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Setting the Anonymous Authentication Option in IIS Manager to Enable
Single Sign-On

If you wish to login to Workflow Manager / AdminStudio Enterprise Server using your domain account or using the single
sign-on method (as described in Login Methods), you may need to update the Anonymous Authentication option in IIS
Manager.

Note « The instructions in this topic explain how to set the Anonymous Authentication option in IIS 7. The instructions for
setting this option in IIS 6 are slightly different. Refer to the Internet Information Services Manager 6 help for more information.

[®

Important - For single-sign on to work, In addition to performing these steps you must also select the Use to authenticate
users? option on the Add/Edit Directory Services Connection page for that directory service.

Task To set the Anonymous Authentication option in IIS Manager:

1. Open the Internet Information Services (IIS) Manager. For instructions, refer to the following MSDN help topic,
Opening IIS Manager, at http://msdn.microsoft.com/en-us/library/ms525920(v=vs.90).aspx

2. InthellS tree view, select Sites > Workflow Manager Application. The Workflow Manager Home view opens.

g Internet Information Services (IIS) Manager 1Ol x|
@@ [o b SCHSEHGALVMZ2KE » Sites » Workflow Manager Application  » ] i ,”I\ |® -

File  View Help

D — Workflow Manager Application Home [heame ]
wa' H |2‘| l@a 0 9 PP Open Feature
o W Start Page
Elqg SCHSEHGALVM2KS (SCHSEHGALVMAKE\Ad Filter: - (o - ghshow All | Group by: 2 Explore
= Q Application Pools » j Edit Permissions. ..
)-[8] Sites |.$f) & @ Edit Site
€ Default Web Site - ) . /IR
E Providers  Session State  SMTP E-mail Bindings...
Workflow Manager Application
0 Basic Settings...
View Applications

View Virtual Directories

d d o

Manage Web Site (€3]
Authentication e L] Default Directory ; Restart
Document Browsing P Start
ar
=l ! =y, B Stop
d= dg "
Error Pages Failed Request  Handler HTTP Redirect i = LU= D=
Tracing Rules  Mappings Browse 172,100.4.201:30 (http)
‘, .,':ﬂ @ 15 Advanced Settings. ..
3 = Configure
HTTP IP Address  ISAPI Filters Loggin: . .
Respo... and Dom... o0ding Failed Request Tracing...
. Limits. ..
AL . by
= ] =)
I - I — = ||@ v
Online Help
4| | yv| | =]Features view |2 Content View
Ready &

3. Under IS, double-click Authentication. The Authentication view opens.
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"’E Internet Information Services (IIS) Manager

@@ [0 » SCHSEMGALVMZKS » Sites * Workflow Manager Application »

File  View Help

Application Pools

e
E"-Q Sites
-6 Default Web Site
0 Workflow Manager Applicatig

1 |

e Authentication

Group by: Mo Grouping =

MName = | Status | Response Type
Anonymous Authentication Disabled

ASP.MET Impersonation Dizabled

Basic Authentication Disabled HTTP 401 Challenge
Forms Authentication Enabled HTTP 302 Login/Redire
Windows Authentication Disabled HTTP 401 Challenge

1

3

[ = | Features View |, Content View

Configuration: ‘localhost’ applicationHost. config , <location path="Workflow Manager Application”™=

[
T
Enable
Edit...
@ Help
Online Help
qﬂ:i

4. Do one of the following:

® To login using your domain account, set the Anonymous Authentication option to Enabled by selecting it and

then clicking Enable in the Actions menu on the right.

® To login using the single sign-on method, set the Anonymous Authentication option to Disabled by selecting

it and then clicking Disable in the Actions menu on the right.

[®

Important « If you disable the Anonymous Authentication option, make sure that the Windows Authentication

option is set to Enabled.

5. Make sure that the Forms Authentication option remains set to Enabled.

Using Account Login

You may wish to manually specify account names and passwords for all people logging in to Workflow Manager /

AdminStudio Enterprise Server.

® Tosetup account logins—Follow the steps in Creating a New Account to manually create an account (Account Name

and Password) for each person that you want to have access to Workflow Manager / AdminStudio Enterprise Server.

® To login using an account login—Once accounts have been created, people may login by entering their assigned
Account Name and Password on the Workflow Manager / AdminStudio Enterprise Server login page. Workflow
Manager / AdminStudio Enterprise Server will be responsible for authenticating the supplied details.

Using Domain Account Login

You may want to use your usual domain credentials to login to Workflow Manager / AdminStudio Enterprise Server.
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Setting Up Workflow Manager / AdminStudio Enterprise Server to Use Domain
Credentials

To set up Workflow Manager / AdminStudio Enterprise Server to use domain credentials, perform the following steps:

To set up Workflow Manager / AdminStudio Enterprise Server to use domain credentials:

1. SetupaWindows Active Directory or Novell eDirectory directory service connection. See Creating a New Directory
Service Connection for more information.

2. Onyour Workflow Manager / AdminStudio Enterprise Server server, open IIS Manager and enable the Anonymous
Authentication option. This specifies that Workflow Manager / AdminStudio Enterprise Server will be responsible for
authenticating login attempts. Refer to Setting the Anonymous Authentication Option in IS Manager to Enable Single
Sign-On for further details.

3. Import relevant accounts into Workflow Manager / AdminStudio Enterprise Server from your directory service. See
Importing Directory Services Accounts and Groups for more information.

Logging in Using Your Domain Account Login

If your account has been imported from a directory service, or belongs to an imported group, you may then enter your
usual domain account name and password on the Workflow Manager / AdminStudio Enterprise Server login page.
Workflow Manager / AdminStudio Enterprise Server will connect to the relevant directory service, and pass through the
supplied account name and password so that it can authenticate you.

Note « When entering your account name, it is not necessary to specify the directory service domain name.

Using Single Sign-On Login

With single sign-on, you will be automatically logged in to Workflow Manager / AdminStudio Enterprise Server using your
domain credentials, as long as your domain account has been imported into the system.

Note « Single sign-on is not supported for Novell eDirectory accounts.

Setting Up Single Sign-On

To set up single sign-on for Workflow Manager / AdminStudio Enterprise Server, perform the following steps:

Task

To set up single sign-on for Workflow Manager / AdminStudio Enterprise Server:

1. Setup aWindows Active Directory directory service connection. See Creating a New Directory Service Connection for
more information.

2. Onyour Workflow Manager / AdminStudio Enterprise Server server, open IIS Manager and disable the Anonymous
Authentication option. This specifies that 1I1S will be responsible for authenticating login attempts. Refer to Setting
the Anonymous Authentication Option in IS Manager to Enable Single Sign-On for further details.
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3. Import relevant accounts into Workflow Manager / AdminStudio Enterprise Server from your directory service. See
Importing Directory Services Accounts and Groups for more information.

Logging in Using Single Sign-On

Once single sign-on has been set up and your account has been imported, when you next open Workflow Manager /
AdminStudio Enterprise Server, the IIS web server checks to see if your domain credentials are valid in the Active Directory
domain server. If they are, you will automatically be logged in to Workflow Manager / AdminStudio Enterprise Server.
Workflow Manager / AdminStudio Enterprise Server does not need to directly connect to the Active Directory server.

Using Guest Account Login

Rather than creating an account for each person using Workflow Manager, you may instead choose to create a generic
guest account, with restricted access to some lower-risk features.

This section describes how to setup a guest account and how to login using a guest account:
®  Setting Up a Guest Account

® Logginginasa Guest

Setting Up a Guest Account

The Workflow Manager administrator can set up a guest account to permit people without login credentials to access
features such as viewing a report or searching for a workflow request. By using a guest account, administrators do not have
to create separate accounts for people who only need very limited functionality.

=
Task To configure a guest account:
1. Manually create a new account in Workflow Manager to use as the guest account. See Creating a New Account for
further information.
2. Assignyour new account to roles with limited permissions. See Managing Roles and Permissions for more information.
Tip - Be very careful about assigning your account to roles with access to advanced features, since these features will
then be available to every person who logs in as a guest.
3. Update the web. configfile, located in the Workflow Manager web application wwwroot directory. Enter the name of
the your new account in the following location of the web. config file:
<!-- Guest System Access -->
<add key="GuestAccount" value="username@companyname.com" />
After a guest account key is added to the web. config file, the Guest Access option will appear on the Login page.
Note « If the account name specified in the GuestAccount key does not exist in the Workflow Manager database,
Workflow Manager will display an error when an operator tries to log in as a guest. A GuestAccount key with a blank
value (that is, with value = “”) will be ignored.
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Note « Every Workflow Manager portal has its own web. config file. You may update a different GuestAccount key for
each portal by updating its local web. config file. Workflow Manager portals will use the GuestAccount key configured at

the portal site to log in guests. If a GuestAccount value is not configured (the key is missing, or has blank value), Workflow
Manager will instead use the GuestAccount key from the parent site.

Logging in as a Guest

Before anyone can log on to Workflow Manager anonymously, a guest account needs to be configured, as described in
Setting Up a Guest Account. If a guest account is set up, and if single-sign on authentication is not configured, users can log
on to your Workflow Manager site as a guest. When the Workflow Manager Login page opens, a user would select the Guest

Access option to log in anonymously.

Wor|:F|:3w Manager
g

Login

B2 Guest Access

FLEXERA

Figure 4-2: Logging in Using Guest Access Option

(o

Important - If single-sign on authentication is configured, the Guest Access option is not available.

Tip » The Guest Access option will not be available on the login page unless the GuestAccount key is present in the
web . config file, with a non-empty value (that is, the key does not have value = “*). See Setting Up a Guest Account for more

information.
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Accounts and Directory Services Reference

This section details the contents of the Workflow Manager / AdminStudio Enterprise Server pages that are used to manage
users and directory services:

Table 4-3 « Accounts and Directory Services Reference

Page Subpages

Account Administration Page ®  Account Details Page

® Directory Services Import Page

Directory Services Administration =~ ® Add Directory Service Connection Page
Page

Directory Services Attributes ® Add Directory Service Attributes Page
Administration Page

Account Administration Page

The Account Administration page lists the accounts defined in Workflow Manager / AdminStudio Enterprise Server. You
can view this page by clicking Accounts and Groups in the Settings menu.

Account Administration

Edit accounts or add/import new accounts.

Status: Active ¥ Add

11 results returned 20 ¥ rows per page i D l — T Enter search text

Account name Company B Distinguished name B
repackager@servicer.com Workflow Administrator

admin@servicer.com Workflow Administrator

techlead @servicer.com Workflow Administrator

admin@company.com Workflow Administrator

pm@servicer.com Workflow Administrator

user@company.com Workflow Consumer

Im@company.com Workflow Consumer

cm@company.com Workflow Consumer

user@requester.com Workflow Consumer

pm@requester.com Workflow Consumer

tester@requester.com Workflow Consumer

Figure 4-3: Account Administration Page
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0

Tip » This page will only list accounts associated with the company that your own login account belongs to. To view accounts
belonging to all companies (and also to view the suams super user account), you will need to log in with a super user account,
assigned the System Administrator role. For more information, see

Use the Account Administration page to:

®  Drill through to a page showing the details of a single existing account, where you may either update (see Viewing or
Changing an Existing Account), disable (see Disabling an Account) or delete (see Deleting an Account) that account.

® (Create a new account (see Creating a New Account).
® |mport accounts or groups from a directory service (see Importing Directory Services Accounts and Groups).
®  Filter the lists of visible accounts by status (see Filtering by Account Status).

Note « For more information on the methods for logging into Workflow Manager / AdminStudio Enterprise Server and how
authentication is performed, see Managing Account Logins.

The Account Administration page lists the following account details, some of which are hidden by default:.

Table 4-4 « Account Administration Page Options

Option Description

Add Click to access the Account Details Page, where you can add a new account.

Directory Service Click to access the Directory Services Import Page, where you can import an account or
Account/Group Import  group from a directory service.

Account Name The login name that will be used to access Workflow Manager / AdminStudio Enterprise
Server. Typically, account names are in the format of accountname@companyname. com.

If the account represents a directory services group, the group’s name will instead be listed
in this column.

Company The company within your organization which this account belongs to.
g 8

Account Details Page

The Account Details page allows you to view and update the details of an individual account, either manually created or
imported from a directory service. The Account Details page is opened by either clicking a user name or the Add button on
the Account Administration page.
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Account Details

Enter or edit account information and click Update.

Company:

* Account Name:
Status:

* Password:

* Confirm password:
Email:

Confirm email:
Location:

* Roles:

Workflow Administrator

Active

[ Project Manager

) Repackager

O scadmin

) System Administrator
) Tech Lead

Figure 4-4: Account Details Page

V

Tip « You may not delete an account which is referenced by any workflow requests or templates. Instead, you may disable
such an account if it is no longer required. See Filtering by Account Status for details.

The following fields are available on the Account Details page:

Table 4-5 « Account Details Page Fields

Field Description

Company [Workflow Manager only] Select the company that this account belongs to. If you update this
field, the list of roles at the bottom of this page will dynamically update to show only those
belonging to the selected company.

Account Name Enter a unique login name to identify this account. You will use this account name to login to
Workflow Manager / AdminStudio Enterprise Server. To ensure that you can easily identify which
company your account belongs to, it is good practice to create an account name of the form:

user‘name@companyname .com.

Note « This field will be disabled for any account or group imported from a directory service.

78

WFM-2019-UG00 Workflow Manager 2019 User Guide



Chapter 4 Managing Accounts and Directory Services
Accounts and Directory Services Reference

Table 4-5 « Account Details Page Fields

Field Description

Status If you wish this account to interact with Workflow Manager / AdminStudio Enterprise Server,
select Active. The Inactive option disables this account. See Disabling an Account for further
information.

Password Enter a password for this account.

Confirm password  To ensure you did not misspell the password you entered in the Password field, re-enter it in the
Confirm password field. You will be unable to save your changes unless you enter matching
passwords in the Password and Confirm Password fields.

Note « This field will be disabled for any account or group imported from a directory service.

Email If the person using this account is to receive notifications when his input is required to complete a
workflow, enter a valid email address in this field, and reenter it in the Confirm email field.

Note - This field only does not appear for an account or group imported from a directory service,
because this information is retrieved dynamically when needed.

Confirm email

Location Optionally, enter a geographic location that you can use to group accounts together, such as New
York Office orMidwest Region.

Roles Select the roles you wish this account to belong to. These roles will determine how the account
may interact with Workflow Manager / AdminStudio Enterprise Server. Only those roles belonging
to the selected company are displayed. See Role Permission Lists for more information.

Directory Services Import Page

If you have defined a directory service connection, as described in Creating a New Directory Service Connection, you can
choose to import accounts or groups from that directory service into Workflow Manager / AdminStudio Enterprise Server.
You import those accounts or groups using the Directory Services Import page, which is opened by clicking Directory
Service Account/Group Import on the Account Administration page.
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Directory Services Import

Choose a directory service account you want to add

Directory Services Y

Check Account / Group: ® Group

() Account
Filter by Show all / account name: () Show All
(@ Filter list by
Account name v

Figure 4-5: Directory Services Import Page

Note - Workflow Manager /AdminStudio Enterprise Server supports Windows Active Directory and Novell eDirectory directory
services.

The following options are included:
Table 4-6 « Directory Services Account/Group Add View

Option Description

Select a Directory Choose the directory service containing the account or group you want to import.

Service .

Note « For information on defining a Directory Service Connection, see Creating a New
Directory Service Connection.

Select Group or User Specify whether you are importing a User (a single account) or a Group.

Filter Directory Service  Select one of the following:

List . . .
® Show All—Select this option to select your account from a list of all accounts and

groups in the directory service.

®  Filter list by—Select this option to only return accounts and groups which match the
criteria you specify, and enter your criteria in the associated text box. For example, to
search for all of the users that start with the letter P, use the asterisk wildcard character
(*) and enter P* in the Filter list by box.

In either case, click Find to return your chosen list of accounts and groups.
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Table 4-6 « Directory Services Account/Group Add View (cont.)

Option Description

Pick group/user in the Select the group or account to import into Workflow Manager / AdminStudio Enterprise
list below Server. The Account Details page opens, providing a read-only view of the imported
account or group’s account name and password.

Note -« Ifyou import an account that is a member of a previously-imported group, that
account inherits its group’s roles. You can then assign additional roles to that account.

The selected user or group is then opened in the Account Details Page.

Directory Services Administration Page

Workflow Manager / AdminStudio Enterprise Server can be integrated with Windows Active Directory and Novell
eDirectory. This enables you to set up automatic login with Workflow Manager / AdminStudio Enterprise Server based upon
directory service authentication.

Directory services connections are used to import users and groups into Workflow Manager / AdminStudio Enterprise
Server, and to authenticate Active Directory or Novell eDirectory users logging into Workflow Manager / AdminStudio
Enterprise Server. If you import a group, all members of that group can then login to Workflow Manager / AdminStudio
Enterprise Server without requiring you to import them individually. Workflow Manager / AdminStudio Enterprise Server
can then retrieve attributes, such as email address or telephone number, from the directory service dynamically.

You can choose to have a directory service listed in the Domain list on the Workflow Manager / AdminStudio Enterprise
Server login page. This enables users in this directory service to login using their enterprise network credentials.

You may also add data elements to your workflow templates which, for accounts imported from directory services, will be
directly populated from directory service attributes (such as account name, email address or location).

Directory Services tasks can be managed starting from the Directory Services Administration page, which you can open
by clicking Directory Services on the Settings menu.

Directory Services Administration

Directory service connections are used to import users and groups, and to authenticate users who are logging in. Click Add to create a new directory service connection.

Add

0 result returned 20 ¥ rows perpage i D l = T Enter search text

MName |~| Description |~| Type || Hast Name B

No data to display

Figure 4-6: Directory Services Administration Page
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The Directory Services Administration page lists the following information about each connection:

Table 4-7 « Directory Services Administration Page Options

Option Description

Name Aunique identifier for the directory service connection. You might like to enter the domain
name as the description, since that should be unique for your organization.

Description A more detailed description of the directory service.
Type Identifies this directory service as either Windows Active Directory or Novell eDirectory.
Host Name The name or IP address of the server on which this directory service is running.

Note « For more information about Directory Services and Lightweight Directory Access Protocol (LDAP), see Lightweight
Directory Access Protocol (LDAP) Overview on the Microsoft TechNet website.

Add Directory Service Connection Page

The Add Directory Service Connection page allows you to view and update the settings required to connect to a directory
service. You can also use this page to remove a connection which is no longer required.
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Add Directory Service Connection

Directory service identification
*lUse to authenticate users?:

*Directory service name:
Description:

*Directory service type:
*Directory service host:

*Directory service port:

*Base distinguished name:
*Domain name:

*Use secure socket layer (SSL)7:

Server administration credentials
*Admin distinguished name:

*Password:

Server attribute mapping
*Group class came:
*Group name attribute:
*Group member attribute:
*User class name:

*User name attribute:

Update and Import (Us

O Ves® o

Active Directory ¥

389

O Ves'® No

admin@company.com

group
cn
member
user

samaccountname

/Group) Test Connection Delete

Accounts and Directory Services Reference

Cancel

Workflow Manager 2019 User Guide WFM-2019-UG00

Figure 4-7: Edit Directory Service Connection Page

83



Chapter 4 Managing Accounts and Directory Services

Accounts and Directory Services Reference

84

The following fields are available on the Add/Edit Directory Service Connection page:

Table 4-8 « Add/Edit Directory Service Connection Page Fields

Option Description

Use to authenticate
users?

Select Yes to include this directory service in the Domain list on the Workflow Manager /
AdminStudio Enterprise Server login page. This enables people to login to Workflow
Manager / AdminStudio Enterprise Server using their enterprise network credentials.

You can create multiple directory service connections, but only those connections that have
this field set to Yes will be listed in the Domain list.

Note « This option must be selected in order to enable single sign-on, which means that users
are automatically logged on to Workflow Manager using their enterprise network credentials,

bypassing the Login screen. However, to enable single sign-on, you must also perform the steps
listed in Setting the Anonymous Authentication Option in IIS Manager to Enable Single Sign-On.

Note « In an enterprise, there is usually only one directory service that is responsible for

authenticating accounts. However, you can create additional directory service connections to
import accounts and groups.

Directory service name

Enter a name to identify this directory service in the domain list on the Workflow Manager /
AdminStudio Enterprise Server login page. You may wish to use the domain name associated
with the directory service.

Description

Some further information about this directory service. You may wish to identify which parts
of the organization use this directory service for authentication, for example.

Directory service type

Select the type of directory service you are integrating with. The following options are
available.

®  Active Directory

® Novell eDirectory

Directory service host

The name or IP address of the server on which this directory service is running.

Directory service port

Enter the port number of the server on which the directory service is running, to which
Workflow Manager / AdminStudio Enterprise Server should connect in order to send LDAP
queries. The default port number is 389.

Base distinguished
name

Enter the base distinguished name (DN) to identify the root node of this directory service.
For example, for MyCompany, the base DN could be:

dc="MyCompany", dc="com"

Domain name

Enter the domain name of this directory service.
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Table 4-8 « Add/Edit Directory Service Connection Page Fields (cont.)

Option Description

Use secure socket layer
(ssL)?

Select Yes if this directory service is configured to use Secure Socket Layer (SSL).

Connect anonymously?

Select No if you do not want to permit anonymous connections.

If you select Yes to permit anonymous connections, Workflow Manager / AdminStudio
Enterprise Server may not be able to authenticate directory service users and may not be
able to add directory service users/groups into Workflow Manager / AdminStudio Enterprise
Server.

Admin distinguished

Enter the distinguished name of an operator who has permission to retrieve account/group

name information and authenticate an account against this directory service, in the
domainName\userName format.
Password The password associated with the credentials specified in Admin Distinguished Name.

Group class name

Enter the object class name used to identify groups in this directory service. Default values
are:

®  ForActive Directory: group

® For Novell eDirectory: groupofnames

Group name attribute

Enter an attribute used by this directory service to name groups. The default value for both
Active Directory and Novell eDirectory is cn.

Group member
attribute

Enter an attribute used by this directory service to define member groups. Default values
are:

®  For Active Directory: member

® For Novell eDirectory: uniquemember

User class name

Enter the object class name used by this directory service for user accounts. Default values
are:

®  ForActive Directory: user

® For Novell eDirectory: inetorgperson

User name attribute

Enter the attribute used by this directory service to identify user accounts. Default values
are:

®  ForActive Directory: samaccountname

® For Novell eDirectory: uid

Save

Click to save your entries and return to the Directory Services Administration Page.

Update and import
(User/Group)

Click to save your entries and open the Directory Services Import Page.
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Table 4-8 « Add/Edit Directory Service Connection Page Fields (cont.)

Option Description

Test Connection Click to test to see if the settings that you entered can be used to successfully connect to this
directory service.

Directory Services Attributes Administration Page
R

Edition - This feature applies to Workflow Manager only.

The Directory Services Attributes Administration page lists all attributes which you have chosen to make available in
workflow templates. You can view this page by clicking Manage Directory Services Attributes on the Directory Services
page.

Directory Services Attributes Administration

Click Add to add a new Directory Service attribute

4 results returned 20 ¥ rows perpage i D l = Y Enter search text

Directory Service Attribute E| Attribute Alias Directory Service Name E Delete
employeeType Pick one Flexera ISAS Delete
telephoneNumber Phone Mumber Flexera ISAS Delete
departmentMumber Department Flexera ISAS Delete

givenMame Name Flexera ISAS Delete

® Create Filter

Figure 4-8: Directory Services Attributes Administration Page

Directory service attributes can be used when defining data elements. When a data element is defined as a directory
service attribute, when this data element appears during a data entry step in a workflow, information about the logged in

user will be pulled from the directory service to populate those fields, such as: department, location, employee number,
etc.

The Directory Services Attributes Administration page lists the following information about each attribute:

Table 4-9 « Directory Services Attributes Administration Page Options

Option Description

Directory Service The name of an attribute available from one of your defined directory services.

Attribute . S . . . . -
Attributes are used in directory services protocol to access information directories, such as
employeeNumber or documentAuthor.

Attribute Alias A more user-friendly name for a directory service attribute. For example, you may choose to give a

directory service called homePhone the friendly name Home telephone number.
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Table 4-9 « Directory Services Attributes Administration Page Options (cont.)

Option Description

Directory Service  The directory service this attribute belongs to.
Name

Add Directory Service Attributes Page

N

Edition « This feature applies to Workflow Manager only.

When you click Add on the Directory Services Attributes Administration page to add a new directory service attribute
into the database, the Add Directory Service Attributes page opens.

Add Directory Service Attributes

Select a directory service and an attribute name. Optionally, enter a user-friendly alias to identify this attribute in Workflow Manager.
Directory service:* Flexera I1SAS b

Attribute name: * accountExpires ¥

Attribute alias:*

Figure 4-9: Add Directory Service Attributes Page

The Add Directory Service Attributes page includes the following options:

Table 4-10 « Add Directory Service Attributes Page Options

Option Description

Directory service  Select the directory service whose attribute you want to make available to workflow templates
from the Directory Service list. Refer to Creating a New Directory Service Connection for more
information about setting up connections to your directory services.

Attribute name Lists all of the directory service attributes from the chosen directory service. Select the one you
want to add to the Workflow Manager database. An example of a directory service attribute might
be employeeNumber or documentAuthor.

Attribute alias Enter a more user-friendly identifier for the attribute in the Attribute Name field. For example, you
may want to identify the documentAuthor attribute as Author in Workflow Manager.
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Table 4-10 « Add Directory Service Attributes Page Options (cont.)

Option Description

Save Click to register the defined directory service attribute.

0

Tip - If Workflow Manager is unable to connect to the server (and no attributes are retrieved), the
Save button is disabled.

When a data element is defined as a directory service attribute during Workflow Manager template creation, when this data
element appears in the workflow, information will be pulled from the directory service to populate those fields, such as:

Name-« :
Phone Mumber- : 217-123-4567

Department« : Accounting

Figure 4-10: Example of Fields Populated With Directory Services Attributes

However, if the user is not connected using Directory Service authentication, then the fields will be left blank and will be
enabled.
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Using Workflow Manager

Workflow Manager helps enterprises efficiently manage and automate the application readiness and software license
optimization processes to streamline the preparation, deployment, and license management of applications. Template
driven workflow maximizes productivity of the IT team by standardizing and automating change management, asset
management, and other ITIL processes related to the enterprise application lifecycle. It increases data accuracy through
real time updates to the AdminStudio and FlexNet Manager Suite repositories as well as CMDBs and ITSM systems. It also
tracks projects against service level agreements (SLA) and generates reports on the status of projects, resources and SLAs.

The Workflow Manager user documentation is presented in the following section

Table 5-1 « Workflow Manager User Documentation

Topic Content

Getting Started Lists Workflow Manager System Requirements, describes the steps you need to start using
Workflow Manager, and explains how to customize Workflow Manager for your
organization.

About Workflow Explains Workflow Manager concepts.
Manager
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Table 5-1 « Workflow Manager User Documentation (cont.)

Topic Content

Using Workflow Includes how to perform the following tasks:

Manager cons N
& ® Submitting and Monitoring Requests—Includes procedures that are related to

submitting, monitoring, and reporting on Requests. See Submitting and Monitoring
Workflow Requests.

® Completing Requests—Includes procedures that are related to performing Request
tasks. See Completing Workflow Requests.

® Generating and Viewing Workflow Manager Reports—Explains how to view existing
reports or create custom reports, and how to export report data. See Generating and
Viewing Workflow Manager Reports.

® Performing Administrative Tasks—Includes administrative procedures such as
creating users and groups, defining roles and permissions, directory services
configuration, creating templates and projects. See Performing Administrative Tasks.

Workflow Manager Includes information on the Workflow Manager interface, organized by page and dialog box.
Reference Additional reference information on the Workflow Manager configuration file, extending
Workflow Manager, and using custom plug-ins with Workflow Manager is also provided.

Getting Started

N

Edition « This feature applies to Workflow Manager only.

You can use the information on the Workflow Manager Getting Started page, which is opened by selecting Getting
Started on the Home menu, to help you quickly get started using Workflow Manager.

The Process Overview tab provides a diagram that illustrates how users interact with Workflow Manager. The First Use
Tasks tab lists the steps you may need to take before starting to use Workflow Manager for the first time. And the Help tab
lists available help resources.

®  Workflow Manager Process Overview
®  First Use Tasks
® Getting Help

® Viewing Dashboard Reports

Workflow Manager Process Overview

920

Workflow Manager gives application owners (consumers) an easy way to submit workflow requests to IT management,
who can then approve and assign the request to the most available software packager (administrators). Software
packagers receiving a request see at a glance each process step and the tasks that they need to complete. As they complete
their tasks, Workflow Manager automatically routes the request on to the next process step, improving efficiency while
ensuring steps are never overlooked.
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The following diagram illustrates how you can use Workflow Manager to connect IT management, software packagers, and
application owners to streamline the packaging process:

FLEXERA SOFTAARE®
Workflow Manager Workfiaw Manager Ostabase
Workflow request dats i stored in

the Warkflow Manager database.

O Worifos Monoge
B ﬁ; e @
Consumers ae notfied — — 0 *
that their nequest has - r e Admini complele reguest
been completed Eaks such a% purchadsing

N— - application licenses. repackaging.
—_— testing, and publishing 1o a
deployment system.

— olnlele
— EAEA
A

I'I'Muugﬂs e IT Manager reviews requests. assigns
Rarsks, and bracks progness.

-« &=

Figure 5-1: Workflow Manager Process Overview

The Workflow Manager workflow request lifecycle consists of the following steps:
®  Step 1: End User Submits a Workflow Request

®  Step 2: IT Manager Reviews Request and Assigns Tasks

®  Step 3: Packagers Repackage Application and Perform Testing

®  Step 4: End User is Notified that Application is Ready for Installation

Step 1: End User Submits a Workflow Request

An end user, defined as a consumer in the Workflow Manager system, could be a person in your Accounting department
who wants a copy of Excel installed, or a System Administrator at one of your client companies who wants a copy of
Photoshop repackaged and ready for distribution.

When submitting a request, the user is prompted to enter data required by the specified workflow template that was used
to create this request. When the workflow request has been submitted, Workflow Manager automatically sends an email to
the workflow administrator.

The following topics cover tasks that an end user might perform:
®  Submitting a Workflow Request

®  Working With Issues
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®  Monitoring the Progress of a Workflow Request

Step 2: IT Manager Reviews Request and Assigns Tasks

The IT manager, defined as a workflow administrator in the Workflow Manager system, reviews the application-related
data that was submitted by the consumer.

® [fthe submitted data is satisfactory, the administrator advances the workflow and assigns people to act in the
various roles that have been defined. See Updating a Workflow Request and Assigning Users to Workflow Requests.

® Ifthe submitted data is not satisfactory or incomplete, the administrator clicks Reject Data to unlock the
submitted data for editing. Workflow Manager automatically sends an email to the consumer, who can then modify
and resubmit the data.

The IT Manager then tracks the progress of workflow requests to see if they are being completed on time.
The following topics cover tasks that an IT manager might perform:

® |nitiating Work on a Workflow Request

® Monitoring the Progress of a Workflow Request

® Tracking a Workflow Request or Workflow Step’s SLA Status

® Viewing Dashboard Reports

Step 3: Packagers Repackage Application and Perform Testing

Software packagers at the administrator company perform the tasks detailed on the workflow. As they perform each step,
the appropriate personnel at both the consumer and administrator company are informed.

® Completing Workflow Requests
® Viewing Your Workflow Request Assignments
®  Monitoring the Progress of a Workflow Request

®  Working With Issues

Step 4: End User is Notified that Application is Ready for Installation

When all phases of the workflow have been completed, the person who originally submitted the request is informed that
his application is ready for his use.

First Use Tasks

Before you get started using Workflow Manager for the very first time, there are a few steps you need to take to set up
Workflow Manager for your organization.

® Login Using Super User Account and Change Password

® (Create an Administrator Company and System Administrator Account

® Create Administrator Roles and Administrator User Accounts
® Create a Consumer Company, Consumer Roles, and Consumer User Accounts
® Create a Workflow Template
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® (Create a Project

®  Assign Permissions and Notification Settings to the Workflow Template

Login Using Super User Account and Change Password

The default AMSSuper role has full rights to administer and use AdminStudio Enterprise Server and Workflow Manager.
During installation, the following super user account is created and assigned the AMSSuper role:

® User Name: suams
® Password: suams

When you are logged in to Workflow Manager under the Super User account (which has the AMSSuper role), you can
manage roles and accounts from all companies. All other roles are associated with a specific company within your
organization, and so grant access only to roles, accounts and other entities belonging to that company.

Only an operator assigned the AMSSuper role can create administrator companies. All other tasks should be performed by
a person belonging to a workflow administrator role.

Note « The AMSSuper role is not listed on the Role Administration page unless you are logged on using the suams account.

Upon first login using the suams account, it is important that you change the password.

Task To login to Super User account and change password:
1. Login to Workflow Manager using the following credentials:
User Name: suams
Password: suams
2. On the Settings menu, click Accounts and Groups. The Account Administration page opens.

3. Click on suams. The Account Details page opens.
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Account Details

Enter or edit account informatien and click Save.

Statistics: This user is referenced in 6 templates.

Company: AMS_SYSTEM i

* Account Name: suams

For example;johndoe@company.com

Status: Active v
* Password: raas sanes
* Confirm password: vans senes
Email:

Confirm email:
Lecation:

* Roles: ¥ AMSSuper

Cancel Delete

4. Use the Password and Confirm password fields to change the password.

5. Click Save.

Create an Administrator Company and System Administrator Account

When Workflow Manager is installed, two sample companies are created: Workflow Administrator and Workflow

94

Consumer.

Company/Business Unit Administration

Select a Company to edit it, or click Add to create a new Company.

2 results returned 20 ¥ rows per page i D l r— T Enter search text
Company/Business Unit Name B Administrator Company B Company |D
Workflow Administrator Yes 00000
Workflow Consumer Workflow Administrator 00000

Add

Figure 5-2: Sample Workflow Manager Companies

Rather than use the sample Workflow Administrator company, It is best practices to create your own administrator

company customized for your organization.
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Only an operator assigned the AMSSuper role can create administrator companies. Therefore, after you have logged in
using the Super User account, as described in Login Using Super User Account and Change Password, you should to create
a new administrator company.

For more information, see Creating a New Company.

Create Administrator Roles and Administrator User Accounts

Workflow Manager is installed with default System Roles which cannot be modified. These roles were created based upon
the typical needs of people accessing the product, and have only the permissions that these people would require to
perform their day-to-day tasks. You can assign these system roles to people within your enterprise, or can copy and then
modify these roles to customize them for your organization.

Role Administration

Click on a role to edit it, or click Add to create a new role. To create a new role from an existing one, click Copy.

11 results returned 20 ¥ rows perpage i D l = T Ente

Role Name |~| Company Name || Role Description [~] RoleType (~]
Application User Workflow Consumer Application User for Requester Company System
Configuration Manager Workflow Consumer Configuration Manager role for Workflow Consumer System
License Manager Workflow Consumer License Manager role for Workflow Consumer System
Project Manager Workflow Consumer Project Manager for Requester Company System
Project Manager Workflow Administrator Project Manager Role System
Repackager Workflow Administrator Application Repackager Rale System
SCAdmin Workflow Administrator System Administrator Role System
System Administrator Workflow Administrator System Administrator Role for Workflow Administrator System
Tech Lead Workflow Administrator Tech Lead Role System
UA Tester Workflow Consumer User Acceptance tester for Requester Company System
User Workflow Consumer User role for Workflow Consumer System

Figure 5-3: System Roles

Any new roles that you create, either manually or by copying and modifying system roles, are considered user roles. These
can be freely modified.

You also need to create administrator accounts for your new administrator company.

Task To create administrator roles and administrator user accounts:

1. Login to Workflow Manager using an account belonging to the default System Administrator role for the Workflow
Administrator company. The default account created for this role is called admin@company . com and has the password
admin. See Default System Accounts for more information.

2. Review the default system roles for the administrator company, and copy and customize them for your organization.
You should create new roles if required. For information, see:

® C(Creatinga New Role

® Copying an Existing Role
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® Viewing or Changing an Existing Role

3. Create new administrator user accounts and assign them the roles you have just customized. For more information,
see Creating a New Account.

Create a Consumer Company, Consumer Roles, and Consumer User
Accounts

Task

A default Workflow Consumer company is created to group together roles and accounts for all those people who need to
submit workflow requests. If you would prefer to further differentiate between your workflow consumers, you may wish to
create additional companies. For example, you could create a Sales Department company to hold accounts for all
consumers in your sales team.

To create a consumer company, consumer roles, and consumer user accounts:

1. Login to Workflow Manager using an account belonging to the default System Administrator role for the Workflow
Administrator company. The default account created for this role is called admin@company . com and has the password

admin.
2. Create a consumer company or companies, as described in Creating a New Company.

3. Review the default system roles for the consumer company, and copy and customize them for your organization. You
should create new roles if required. For information, see:

® C(CreatingaNew Role
® Copying an Existing Role
® Viewingor Changing an Existing Role

4. Create new consumer user accounts and assign them the roles you have just customized. For more information, see
Creating a New Account.

Note « You also have the option of importing users and groups from a directory service. For more information, Importing
Directory Services Accounts and Groups

Create a Workflow Template

96

A workflow template is an ordered set of steps, grouped into workflow phases, that a workflow administrator company
follows to complete a task. For example, the process your company uses to approve a software request and deploy some
software could be represented by a workflow template. When a project is created, it is associated with one workflow
template, and when a workflow request is created for the project, it uses that workflow template, essentially putting the
template into action.

A workflow template typically includes multiple workflow phases, each with one or more workflow steps. In the image
below, showing the Workflow Request page of a software request workflow, there are six phases:
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Workflow Req UEST  AutoDesk AutoCAD (WF 4)

Project: Project Starting 9/4/2015

2 (7S 5 o '@'

. Rationalize Compatibility Test Fix, Package and Test
Overview | 4 >

Workflow

o Current step in progress begun at:
9/8/2015 11:11:27 AM

1 i éE Instructions
N Package and Test Application

o Fix compatibility issues Rollback 2

Updated on 9/8/2015 11:11:27 AM
By admin@company.com.

Enter Data and Complete Step

Test Package Comments:

@ Package and Test Application

“

Click Complete Step to mark this step as complete and advance the workflow to the next step.

Optionally, you can enter the time spent to complete this step and/or choose to send additional email notifications regarding this step.

[ Enter time spent

O send additional email notifications

Complete Step

Figure 5-4: Sample Workflow Template

Workflow Manager comes pre-installed with a set of global workflow templates. You can copy these and modify them as
required, if they are relevant to your enterprise. Or you can create new templates from scratch.

Template Administration
Click Add to create a new template or click the name of an existing template name to edit it.
Status: Active ¥

6 results returned 20 v rows per page i D l = Y Enter search text
Template name A B Data sad\'onsB Workflow Phases E Created A B Last updated B Updated by Ijbrary|z| Workflows StztusEl
Sample Packaging Template 5 6 6/13/2003 445:16 11/18/2003 2:53:58 suams Global 0 Active

AM PM
Simple Request Template 13 16 6/8/2005 5:23:58 AM  8/29/2005 6:16:18 AM  suams Global ] Active
Mobile Application Request Template 16 5} 9/4/2015 5:10:49 AM  9/4/2015 5:1049 AM  suams Global ] Active
Software Removal 2 4 9/4/2015 5:10:49 AM  9/4/2015 5:1049 AM  suams Global ] Active
Software Request 2 4 9/4/2015 5:10:49 AM  9/4/2015 5:10449 AM  suams Global 0 Active
Application Readiness Process 14 [ 9/4/2015 5:10:51 AM ~ 9/4/2015 5:10:51 AM  suams Global 0 Active
Template

Figure 5-5: Default Templates

Before you can submit a workflow request, you must create a workflow template by either copying a global template or
creating a new template.
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Task To create a new template:

Create one or more templates to base your workflow requests by either copying and editing an existing template or
creating new ones. For more information, see the following topics:

® About the Default Workflow Templates
® Copyinga Template
® Creating a New Template

® Updating a Template

Assign Permissions and Notification Settings to the Workflow Template

You need to assign permissions and email notification settings on a workflow template and its individual workflow phases
and steps. These settings determine who can view and/or work on the workflow request, and who is notified when
workflow-related events occur. When a project is created using a workflow template, the settings from the template are
copied to the project.

® Permissions—Permission settings on a workflow template determine which users are able to view and edit each
workflow phase/step. Permission settings are assigned to roles.

Workflow Phase Permissions
ﬂ'\ P

v

Role i Inhent/overnde

= Identify
Review Request Details Workflow Consumer T
Application User @ ]} g
# Rationalize - - -
Configuration Manager ] [T} Og
= Compatibility Test = = =
License Manager [&] (W] Og
Test for OS Compatibili = = —
Test for Application =) = =
Virtualization Suitabiltiy LaTests " - L
NN .. -
Workflow Administrator
Determine Target - = —
Environments Project Manager ] [T} O8
Determine Packaging Format(s) Repackager g u a
] @ (]
= Fix, Package and Test SCAdmin - - ~a
e System Administrator =] (] Oa
Fix compatibility issues - - —
Tech Lead u [~} Og

Package and Test Application &4

_v

® Email notifications—Workflow Manager sends notification emails when certain events occur, such as when a
workflow step is advanced, edited, completed, or rolled back; when an issue is created or responded to; or when a
workflow request is past due. Notification settings that are set on a workflow template determine which users are sent
these email notifications. For some events, email notification settings are set on an entire workflow, but for other
events, they are set on individual phases and steps.
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Add »

Role Initiated Rolled back Edited Completed Inherit/override "‘ Permissions

Workflow Phase Notifications

I
1]
-
[ »

: Workflow Consumer g
R Request Details H
Application User o o = = a ]
# Rationalize - — — — —
Configuration Manager a u =) g e
= Compatibility Test = . = = =
License Manager a a ] O g
Test for OS Compatibili = - = = =
Test for Application [~ @ @ & B
Vel Lo e o bl U Tester - - - - — 4
N . - - o
Workflow Administrator
Determine Target - - - - =
Emaronments Project Manager d d d e L
Determine Packaging Format(s) Repackager g g = g B
] (] @ @ ]
= Fix, Package and Test SEhdinm - o o o -8
o System Administrator a =] "] (@] Oa
Fix compatibility issues
Tech Lead @ ] @ ] Da

Package and Test Application B4

_"'Ir

Add User/Group

You specify notification and permissions settings on subtabs of the Template Details page.

® Notification settings can be made on an entire template, a workflow phase, or a workflow step.
®  Permission settings can be made on a workflow phase, workflow step, data group, or data element.

For instructions on how to assign permission notification settings on a workflow template, see Assigning Permissions and
Notification Settings on a Workflow Template.

Note « You can also override the default email notification settings for an individual workflow request, as described in
Overriding Default Email Notification Settings for an Individual Workflow Request.

Create a Project

The last step you need to take before you are ready to create workflow requests is to create a project.

A project specifies the terms under which the workflow administrators will complete requests for the workflow consumers.
Itincludes Service Level Agreement (SLA) information to enforce project and workflow request deadlines.

A project is always associated with only one workflow template. These templates define the steps that workflow
administrators must carry out when completing a workflow request.
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Prejcel Betiails

Enter the details about this project.

General Information

* Project name:

* Company/business unit:
* Workflow request prefix:
* Template:

* Consumer contact:

* Administrator contact:

Project Starting 9/8/2015
Workflow Consumer

WE

Software Request

user@requester.com

Assign Consumer Contact

pm@servicer.com

Assign Administrator Contact

Save

Cancel

Delete

@ General Information
= Project Information

@ SLA Information

@ Work Week Information

.ﬂ Holiday Information

“ Automatic Work Assignment

Figure 5-6: Project Details Page / General Information Tab

When you create a project, you must select a workflow template in the Template field of the Project Details page. Global
templates cannot be selected. Therefore, before you can create a project, you need to have completed the steps in Create a

Workflow Template.

For information on creating a project, see Creating a New Project.

Getting Help

100

There are several ways to obtain help on using Workflow Manager.

Online Help Library

You can access the Workflow Manager online help by clicking the help icon in the navigation bar the Workflow Manager

interface.

You can also view the Workflow Manager help library at any time by visiting Flexera HelpNet, an online library of Flexera

product documentation:

https://helpnet.flexerasoftware.com/workflowmanager2019/default.htm

PDFs

You can download the Workflow Manager Installation and User Guide PDFs from the Flexera Documentation Center:

https://flexeracommunity.force.com/customer/CCDocumentation

Knowledge Base

Additional help may be available by searching the Flexera Knowledge Base:

WFM-2019-UG00
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https://flexeracommunity.force.com/customer/CCKnowledgeBase

Viewing Dashboard Reports

The Dashboard view of Workflow Manager provides bar and line charts that provide summary information about your
workflow requests.

® Viewing a Summary Dashboard Report of All Workflow Requests
® Viewing Dashboard Reports for an Individual Project

® Modifying Dashboard Queries

Viewing a Summary Dashboard Report of All Workflow Requests

On the Dashboard page of the Home menu, a bar and line chart are displayed that, by default, provides status
summary information for all of workflow requests.

Dashboard

Company: Open Requests On Time
(am -
Project:
(Al -
Open Requests by Phase Requests Closed - Monthly
M OnTime M Late At Risk 57
5.1 54
48 51
45 48
42 43
39 42
36 .
39
33 .
36
3 13
@ 33
8 27 2
5_ ﬂj) 30
< 24 g
o 27
21
24
]
21
1.3
18
12
15
09
12
06
9
03
6
]
Identify Application Packaging ~ Compatibility Test Fix, Package and Test 3
Submit Request Rationalize Plan
0
Phase 2015 March 2015 June 2015 September 2015 December

Figure 5-7: Dashboard Report
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It lists the total number of workflow requests that are open, and also breaks down the total number by current SLA status:
Late, At Risk, or On Time.

Task To view the Open Requests:

Click Open Requests on the dashboard.

2. Click the required user to view/modify the Open Workflow Requests.

Open Requests
Use column filters to search for a specific workflow request.

[ eac ]
13resuits retumed 30 v rowsperpage &2 OoDM=srT Enter search text
MName Number Project ‘Company Status Status notes Current phase Assigned Crested date Days In Phase Assignee Submitter
Contact WOrkflow WF18 Project Template Contact  Workflow Consumer  Active Data Entry Phase Test No 11/16/2018 125305 PM 11 admin@servicer.com
WF User 2 WF21 Project2 ‘Workflow Consumer  Active Data Entry Phase First Action No 11/27/2018 123918 PM 0 user@company.com
WF User WF20 Projectl ‘Workflow Consumer  Active Data Entry Phase Phasel No 11/27/2018 123904 PM 0 user@company.com
WF1 User WF17 Projectl ‘Workflow Consumer  Active Data Entry Phase Phasel No 11/16/2018 12:227:16 PM 11 user@requester.com
WF3 Pr2 WE4 Project2 ‘Workflow Consumer  Active Data Entry Phase First Action No 10/31/2018 2:2642 PM 27 admin@servicer.com
MP1 WF12 MultiplePublish ‘Workflow Consumer  Active Last Phase End No 10/31/2018 3:31:12PM 27 admin@servicer.com
WF AS Integration WF7 Project AS Integration ‘Workflow Consumer  Active Merging Workflow Steps ~ Process Package from AdminStudio path  No 10/31/2018 2:5T:17PM 27 admin@servicer.com
WF1 Prl WF1 Projectl ‘Workflow Consumer  Active Data Entry Phase Phasel Yes 10/26/2018 2:25:59 PM 27 admin@servicer.com
WF6 Pr2 WF 6 Project2 ‘Workflow Consumer  Active Data Entry Phase Review Action Yes 10/31/2018 2:2T09 PM 27 admin@servicer.com
WF5 Pr2 WF5 Project2 ‘Workflow Consumer  Active Data Entry Phase First Action No 10/31/2018 2:26:56 PM 27 admin@servicer.com
W3 Prl WF3 Projectl ‘Workflow Consumer  Active Data Entry Phase Phasel Yes 10/31/2018 2:26:30 PM 27 admin@servicer.com
WF2 Prl WF2 Projectl ‘Workflow Consumer  Active Data Entry Phase Phasel No 10/31/2018 2:26:17PM 27 admin@servicer.com
WF Integration Test2 WF 8 Project AS Integration ‘Workflow Consumer  Active Merging Workflow Steps ~ Process Package from AdminStudio path  No 10/31/2018 3:01:18 PM 27 admin@servicer.com

Create Filter
Task To view the Late workflow requests:

1. Click Late on the dashboard.

Click the required user to view/modify the Late Workflow Requests.

Late

Use column filters to search for a specific workflow request,

1 results retumed 20 v perpage  da oDI=EY Enter search text

Name Number Project Company Status Status notes. ‘Current phase Assigned Created date Days In Phase. Assignee Submitter
ContactWOrkflow ~ WF18  ProjectTemplate Contact Workflow Consumer Active  Data Entry Phase Test No 11/16/2018 125305 M 11 admin@senvicar.com
WF1 User WEIT  Project! Workfiow Consumer Active  Data Entry Phase Phasel No 11/16/2018 122716 PM 11 user@requestercom
WF3 pr2 WF4 Project2 Workfiow Consumer Active  Data Entry Phase First Action No 10/31/2018 22642PM 27 admin@senvicar.com
MP1 WF1Z  MultiplePublish Worlkfiow Censumer Active  Last Phase End No 1031/2018331920M 27 admin@senvicar.com
WFAS Integration  WF7 Project AS Integration  Workfiow Consumer  Active  Merging Werkflow Steps  Process Package from AdminStudio path Mo 1031/2018 2577 PM 27 admin@senvicar.com
WF1 prt WF1 Project! Workfiow Consumer Active  Data Entry Phase Phasel Yes 10/26/2018 22559 PM 27 admin@senvicar.com
WFG Pr2 WF6 Project2 Workfiow Consumer Active  Data Entry Phase Review Action Yes 10/31/2018 22700PM 27 admin@senvicar.com
WFS pr2 WFS Project2 Workfiow Consumer Active  Data Entry Phase First Action No 10/31/2018 22656 PM 27 admin@senvicar.com
WE Pr1 WF3 Projectl Workfiow Consumer Active  Data Entry Phase Phasel Yes 10/31/2018 22630PM 27 admin@senvicar.com
Wr2 prt wr2 Project! Workfiow Consumer Active  Data Entry Phase Phasel No 10/31/2018 22617 PM 27 admin@senvicar.com
WF IntegrationTest 2 WF 8 Project AS Integration  Workfiow Consumer  Active  Merging Werkflow Steps  Process Package from AdminStudio path Mo 10/31/201830118PM 27 admin@senvicar.com

o Create Filter
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To view the At Risk Workflow Requests:

1. Click At Risk on the dashboard.

2.

At Risk

Click the required user to view/modify the At Risk Workflow Requests.
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Workflow Manager 2019 User Guide

Use column filters to search for a specific workflow request.
Oresultreturned 20 v rows per page A oDOmn=srY Enter search text
Name Number Project Company Status Status notes. Current phase Assigned Created date Days In Phase Assignee Submitter
No data to display
@ Create Filter
To view the On Time workflow requests:
1. Click On Time on the dashboard.
2. Click the required user to view/modify the On Time Workflow Requests.
Use column filters to search for a spacific workflow request.
lresultsretumed 20 v rowsperpage A oDIN=EY Enter search text
Name. Number Project Company. Status Status notes Current phase Assigned Created date Days In Phase Assignee Submitter
WF User 2 WF 21 Project2 Workflow Consumer Active Data Entry Phase First Action No 11/27/2018 12:39:18 PM Q user@company.com
WF User WF 20 Projectl Workflow Consumer Active Data Entry Phase Phasel No 11/27/2018 12:39:04 PM Q user@company.com
@ Create Filter
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B

Task

104

To view the Open Requests by Phase:

1. Onthe bar chart, click on the required phase.

Open Requests by Phase

ra [
tn w in

Request

(5}

Eng

0,

B OnTime W Late

1.3
1
. I
0
Fir A £, R

Tagy

Daty
Phase
2. Click the required user to view/modify the phase.
Use column filters to search for 3 specific workflow request.
2 results returned 20 ¥ rows perpage FA D l = Y Enter search text
Name Number Project Company Status Status notes Current phase Aszigned Created date Days In Phase Aszignes Submitter
WF1Pr1 WF1 Projectl  Workflow Consumer  Active Data Entry Phase  Phasel Yes 10/26/2018 2:25:59 PM 0 pm@servicer.com  admin@servicer.com
W Prl WF3 Project1 Workflow Consumer  Active Data Entry Phase  Phasel Yes 10/31/2018 2:26:30 PM 0 pm@servicercom  admin@servicer.com

o Create Filter

The lower portion of the dashboard report includes the following additional information:

® Open Issues—List of all open issues.
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Task To respond/close the Open Issue:

1. Click on the required open issue.

Open Issues

zzUE Assigned to
Issue 123 admin@servicer.com
Testlssus admin@servicer.com

2. Click any of the below options:
® Respond - Respond to the open issue

® Closelssue - Without responding, close the open issue

Issue title: Issue 123
Workflow name: WF3 Prl
Issue type: E-mail
Issue date: 10/31/2018 2:47:03 PM

Issue due date:

Owner: admin@servicer.com
Created by: admin@servicer.com
Status: Mew
Issue message text: Test

® Request Assignments—Total number of workflow request assignments broken down by user.
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Task

To view the Request Assignments for a user:

1.

2.

Click on the required User Name.

Request Assignments
zer Mame
pmi@servicercom

techlead@servicer.com

Assignments
2

1

Click on the required Name to view that particular request assignments of a user.

Use column filters to search for a specific workflow request.

Zresultsretumed 20 v rowsperpage AR
Neme | Mumber - | Project - | Company Status
WFTPrT WF1 Project]  Workflow Consumer  Active

WPl WF3 Project]  Workflow Consumer  Active

@ Create Filter

Status notes Current phase
Data Entry Phase  Phasel

Data Entry Phase  Phasel

Assigned
Yes

Yes

Created date Days In Phase
10/26/2018 2:25:59 PM 0

10/31/2018 22630 PM 0

Enter search text

Assignee Submitter
pm@servicer.com  admin@servicer.com

pm@servicercom  admin@servicer.com
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To view your Open Requests as a Consumer Company User:

1. Click on your required request.

My Open Requests

Request Status Phase
WF User On Time Phasel
WF User 2 On Time First Action

Note - In order to view your Open Requests, you need to log in to view the below.

The workflow request opens.

Viewing Dashboard Reports for an Individual Project

If you make a selection from the Company and Project list, the report will be filtered to display information only about the

selected product.

Company:

Workflow Consumer

Project:

Project Starting 9/4/2015 =

Figure 5-8: Company and Project Selection List
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Modifying Dashboard Queries

You can modify dashboard queries to control the projects that are listed in the Project list on the Dashboard page.

Dashboard

Company: Open Requests Late On Time
(Al -
Project:
(Al -
QOpen Requests by Phase Requests Closed - Monthly
W onTime M Late At Risk 57
51 54
48 51
45 48
42 45
39 42
a6 39
33 36
o 33
g 27 2
5_ o 30
e 24 5
o 27
21
24
1.8
21
15
18
12
15
09
12
06
9
03
6
0
Identify Application Pa (kajlﬂJ Compatibility Test Fix, Package and Test 3
ubmit Request Rationalize an
0
Phase 2015 March 2015 June 2015 September 2015 December

Figure 5-9: Workflow Manager Dashboard Page

You can control the projects that are listed, and also make other modifications to the data displayed on the Dashboard
page, by editing the queries in the XMLQuery . xml file:

C:\AdminStudioWebComponents_2019\wwwroot\App_Data\XMLQuery.xml

In this XML file, nodes that have an ID that begins with Dashboard_ contain specific SQL queries that Workflow Manager
uses to create the Dashboard, such as:

<Query id="DashBoard_GetCompanyProjectAdmin">

B

Important - You can modify the WHERE conditions of the SQL queries but, do not change the name or number of columns
returned by the query.
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About Workflow Manager

In this section, information about Workflow Manager is presented in the following topics:

Table 5-2 « About AdminStudio Workflow Manager Topics

Topic Description

Benefits of Using Workflow Lists the many benéefits of using Workflow Manager to monitor and control the
Manager software packaging, deployment, and management process across your enterprise.

Workflow Manager Concepts  Familiarizes you with the following Workflow Manager concepts:
®  Workflow Templates
®  Projects
®  Workflow Requests
® Companies
®  Workflow Families

® About FlexNet Manager Suite

About the Default Workflow Describes each of the default workflow templates that are installed with the

Templates application.
Customizing Workflow Lists the way that you can customize Workflow Manager to communicate with users,
Manager for Your both administrators and consumers.

Organization

Searching for Accounts Explains how the account search controls work throughout Workflow Manager.

How Dates and Times are Explains how Workflow Manager displays dates and times in different time zones and

Displayed languages.

Performing a Search Explains how to use the search engine to search for workflow requests, projects, or
issues.

Benefits of Using Workflow Manager

Workflow Manager is a Web-based workflow-management system. It works in partnership with FlexNet Manager Suite®,
giving you a powerful, structured way to process the financial, hardware asset and software asset data in that system.

You can use Workflow Manager to monitor and control the software packaging, deployment, and management process
across your enterprise. Workflow Manager enables your IT department to follow a single efficient process when preparing
applications for deployment. Using Workflow Manager enables you to:

® Enable consumer self-service through a web-based interface.
® Centrally track and manage the software packaging process across your enterprise.

® Enforce packaging standards and processes.
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® Enable IT management to assign requests to the most available packager.

® Automatically route packages on to the next process step after tasks are completed.

®  Monitor progress through the migration life cycle and provides real-time status reporting.

® (Create a centralized repository of critical package metadata.

®  Keep an audit trail of critical consumer and packager communications, both internal and external.
®  Generate reports from extensive application data captured by Workflow Manager.

While Workflow Manager can be used to manage the tasks of any type of workflow, it is especially suited to managing
software management.

Workflow Manager Concepts

This section familiarizes you with the following Workflow Manager concepts:

Table 5-3 « Workflow Manager Concepts

Concept Description

Workflow Templates A Workflow Manager Workflow is an ordered series of phases and steps that an
administrator company follows. The sequence of phases and steps is determined by a
Template.

Projects Defined for a specific consumer company using a specific workflow template, which

determines the steps that the administrator company carries out in preparing the
application for deployment to end users' computers.

Workflow Requests Arecord, associated with a project, requesting that a workflow administrator perform a
series of steps, typically, to prepare an application for deployment to end user computers or
to deploy the prepared application to end user computers.

Companies Describes the two types of Workflow Manager users: workflow consumers and workflow
administrators.

Workflow Families User-defined categories, such as manufacturer or type of software, that you can set up to
group workflow requests.

Workflow Templates

A workflow template is an ordered set of steps, grouped into workflow phases, that a workflow administrator company
follows to complete a task. For example, the process your company uses to approve a software request and deploy some
software could be represented by a workflow template. When a project is created, it is associated with one workflow
template, and when a workflow request is created for the project, it uses that workflow template, essentially putting the
template into action.
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Workflow Template Example

A workflow template typically includes multiple workflow phases, each with one or more workflow steps. In the image
below, showing the Workflow Request page of a software request workflow, there are three phases:

Workflow Phases

1 Q¢ R -

Submit Request Approval Allocate Software

Workflow
Overview

Stop Clock o Current step in pregress begun at:
9/8/2015 1:08:50 PM

Collect user data
1. Submit Request

Collecting a Q Collzct user data Rollback 9

Data Group Updated on 9/8/2015 1:08:50 PM
By admin@company.com.

Complete Step

Click Complete Step to mark this step as complete and advance the workflow to the next step.

Optionally, you can enter the time spent to complete this step and/or choose to send additional &

@ Send reply email ¥ Enter time spent

Enter the time it took to complete this step in either minutes or hours.

Time spent umit:  "“/Hour
®Minute

) Send additional email notifications

Workflow Steps

Complete Step

Figure 5-10: The Elements of a Workflow Template

The first workflow step in the first phase is always a data entry step, requiring the person who submitted the workflow
request to enter relevant supporting information. In the scenario above, for example, the consumer needs to specify which
application they wish to install and on which of their computers, as well as providing a reason for installation and how soon
they need the installation done. You can also add extra data collection steps later in the workflow, if required.

Template with Conditions and Branching

A Workflow Manager template can employ conditional branching, meaning the workflow phase which is displayed next can
depend on information provided by the consumer. You can also create a template which conditionally shows or hides data
groups, data elements or workflow steps depending on consumer input. When a template includes a phase where a
branching question is collected, that phase is displayed with a yellow background in the Phase navigation area of the
Progress tab of the Workflow Request page:

1 079 2 o

Starting Form Get Approval

Figure 5-11: Phase Which is a Branching Point
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For more information, see Creating Templates That Use Conditions.

Projects

A project specifies the terms under which the workflow administrators will complete requests for the workflow consumers.
Itincludes Service Level Agreement (SLA) information to enforce project and workflow request deadlines.

A project is always associated with one workflow template. These templates define the steps that workflow administrators
must carry out when completing a workflow request.

Workflow requests are assigned the role permission and email notification settings of its project’s associated workflow
template. Role permissions and email notification settings for a workflow template are defined on the Template Details
page, as described in Assigning Permissions and Notification Settings on a Workflow Template. When a project is created
using that workflow template, the workflow template’s permissions and notification settings are copied to the project.

Note « You can customize the notification settings for an individual workflow request on the Notifications tab of the
Workflow Request page.

Workflow Requests

A workflow request, associated with a project, is typically generated by a workflow consumer, and asks that a workflow
administrator complete a task represented by a workflow template.

A workflow consumer could be a person in your accounting department who wants a copy of Microsoft Excel installed, or
the manager of your marketing department, who wants authorization to purchase a copy of Adobe Photoshop for one of
their personnel. Such consumers need to submit a workflow request, and will be prompted to provide the information
necessary for the request to be completed, as defined in the workflow template.

Then, an appropriate workflow administrator (the IT manager or a person in the accounting department, for example)
reviews the workflow request. If everything is in order, he will assign the request to other employees (also defined as
workflow administrators, but possibly with limited rights to configure Workflow Manager itself) and they will perform the
requested tasks.

Companies
There are two main categories of people who use Workflow Manager:
®  Workflow consumers, who submit workflow requests using existing workflow templates

®  Workflow administrators, who action consumer requests, and are also responsible for creating workflow templates
and managing roles and permissions (see Managing Roles and Permissions for more information).

In Workflow Manager, we call these categories of people companies.

In a typical enterprise, the workflow consumer company will consist of regular employees, responsible for manufacturing
the products or delivering the services which that organization specializes in. These are the people who are likely to
request hardware and software so that they can complete their tasks.
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The workflow administrator company, in contrast, will consist of those people who can authorize such purchasing
requests, and deliver or install the items when they arrive. Your finance department, for example, will receive requests to
purchase a new software title, while your IT department will need to ensure it is deployed on the relevant workstations.
Both these departments are likely to be set up as workflow administrators of Workflow Manager.

Workflow Families

To help your enterprise organize its workflow requests, Workflow Manager allows you to group similar requests into
families. A workflow request is assigned to a family by the person who submits it. You can filter by workflow family in
searches and various lists.

For example, suppose that there were a large number of requests in your organization for the installation of Various Adobe
products, such as Adobe Photoshop and Adobe Dreamweaver. You typically ask one particular employee, Anne, to be
responsible for such installations, because she has a lot of experience with the deployment of Adobe applications. You
create an Adobe Installation family, and ask all employees submitting installation requests for Adobe products to assign
their requests to that family. Then, you can quickly identify such workflow requests and assign them all to Anne.

The list of available workflow families can be added to when a workflow request is submitted. The ability to create new
workflow families typically rests with the workflow administrators, but may also be granted to certain workflow consumer
roles (such as project managers) if desired.

About FlexNet Manager Suite

N

Edition - This feature is available for users who have purchased Workflow Manager in conjunction with the FlexNet Manager
Suite.

Software is now used ubiquitously throughout the workplace, and the installation and usage of applications varies
constantly and rapidly. Moreover, software vendors are ever more insistent that use of their applications complies with the
licensing agreements they have in place. Increasingly, enterprises are looking for a way to compile data from many
different business systems, while also dynamically tracking and monitoring the use of hardware assets.

FlexNet Manager Suite forms the cornerstone of your IT compliance initiative. It integrates with strategic business systems
to reconcile the software you own against what is installed and used, on what hardware, and subject to what contracts and
agreements. This allows you to optimize your software investment and ensure enterprise-wide license compliance. For
more information about FlexNet Manager Suite, refer to the FlexNet Manager Suite Operations Guide.

What is a FlexNet Manager Suite Workflow?

FlexNet Manager Suite is a complex product, which frequently offers you a number of different ways to perform your daily
work. In some cases, it might be of benefit if there was a known method for you to follow to achieve a goal, so that you can
guarantee a reliable outcome. A Workflow Manager workflow is precisely that - it is an ordered series of steps, grouped into
phases, that a person using Workflow Manager follows to complete a task. Because the phases and steps are defined using
a template, workflows are completely configurable by an administrator of Workflow Manager. And as a workflow can be set
up to manipulate most of the common entities in FlexNet Manager Suite (such as contracts, end-users, computers, and so
on), you should find it possible to define workflows for all of the major processes in your company.

Consider the following scenario. Sally is a salesperson in your organization. She owns both a desktop computer and a
laptop, and would like to install an expensive piece of software, SalesPro, on her laptop, which she will need to present her
sales pitch at client sites. She sends a request through to Lucy, the license manager, specifying the software that she needs

Workflow Manager 2019 User Guide WFM-2019-UG00 113



Chapter 5 Using Workflow Manager
About Workflow Manager

and why she needs it. Lucy logs in to FlexNet Manager Suite and checks the available licenses for SalesPro, discovering they
are all assigned to other employees. However, she also notices that one of the other salespeople, Sam, has not used
SalesPro for several months. Lucy decides to ask Sam if she can harvest his license and assign it to Sally, rather than
needing to purchase an extra entitlement. Sam realizes that his role in the company has changed in recent months to be
less client-facing, so he tells Lucy to go ahead. Lucy then contacts Colin, the configuration manager, passing on Sam’s
license key and asking him to transfer the installation to Sally’s laptop. Once Colin is done, he informs Lucy, who ensures
that the SalesPro license now correctly records Sally’s installation in FlexNet Manager Suite.

This process is one that will be repeated many times throughout your enterprise, particularly if you employ a large number
of people. As you can see, a significant amount of manual intervention is required, to find the relevant information in
FlexNet Manager Suite and ensure all people involved are notified and complete their assignments. Using Workflow
Manager, you can create a software request workflow template to model this process. Then, whenever an employee
submits a new software request, each person in the chain knows at a glance what he or she should be doing, and will be
automatically notified by email when new actions are required. As each person completes their tasks, Workflow Manager
routes the software request on to the next step in the process, improving efficiency while ensuring that no step is
overlooked.

About the Default Workflow Templates

Workflow Manager comes pre-installed with the following global workflow templates. Copy these and modify them as
required, if they are relevant to your enterprise.

® Software Request Template [For use with the FlexNet Manager Suite]
® Software Removal Template [For use with the FlexNet Manager Suite]
® Sample Packaging Template and Simple Request Template

® Application Readiness Process Template

®  Mobile Application Request Template

Software Request Template

Many organizations have a process which employees must follow when they wish to install new software on their
workstations. Workflow Manager provides you with a default Software Request template which captures some of the
typical steps involved in this task.

Table 5-4 « Steps Involved in the Software Request Template

# Task Description

1 Consumer requestsan A workflow consumer wants to install a new application. He either submits a request
application himself, or asks his manager to do so on his behalf. The submitted request must
identify the consumer, which of his computers the application should be installed on,
which application is being requested, how urgently the software is required, and what
it will be used for. The consumer may choose to install any licensed, authorized
application, but only on computers assigned to him.
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Table 5-4 « Steps Involved in the Software Request Template

Description

Once the consumer submits his request, a workflow administrator must review it. If
appropriate information has been provided, the administrator advances the workflow.

request Otherwise, the consumer is asked to update their request, with appropriate feedback
so they know what was missing from their first attempt.
Acknowledgment sent  Once the workflow administrator is satisfied with the request, an acknowledgment is

to consumer

sent to the consumer. The acknowledgment will include information to allow the
consumer to keep track of his request in Workflow Manager.

License manager
reviews the
application request

The license manager is now notified. Her role is to review the consumer’s request, and
approve or deny the installation. A license manager may deny the request if, for
example, there are no free software licenses available to cover a new installation.

If she approves the request, she may also choose, from the set of licenses to which the
application is linked, a software license to cover the installation. The number of
available entitlements for each license is displayed to help her make her choice. Since a
license may not yet have been purchased for the consumer’s installation, it is not
mandatory that she selects one at this stage.

Administrator assigns
someone to install the
application

If the license manager approves the request, the workflow administrator must assign
someone to install the application. Typically, this task would be given to someone from
the workflow administrator group, such as a configuration manager. Alternatively, you
may wish to create a new company to cover the people responsible for software
installations. See Creating a New Company for details.

Installation is
allocated to the license

If the license manager selected a software license while approving the installation, she
will now be required to complete a step which approves the allocation of the
consumer’s computer or the consumer himself (depending on the license type) to that
license in FlexNet Manager Suite.

Consumer is notified

The last step of the workflow, whether the license manager denies the request
(because, perhaps, there are no free licenses available and no budget in the company
to purchase any new ones) or not, involves a notification being sent to the original
consumer, telling him the outcome of his request. In addition, he can check the status
of the workflow at any time. See Tracking a Workflow Request or Workflow Step’s SLA
Status for details.
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Software Removal Template

Software licenses can be expensive, and spending can often be reduced by identifying software which is licensed to an
employee, but does not seem to be in use. Unused software can be identified using FlexNet Manager Suite. Once identified,
the Software Removal workflow template in Workflow Manager defines a set of common steps which your organization
might follow to contact the owner of the software, asking them whether it can be uninstalled.

Table 5-5 « Steps Involved in the Software Removal Template
# Task Description

1 License manager checks  The license manager identifies an installation of some expensive software on a

for an unused computer, for which no usage is reported in FlexNet Manager Suite. She submits a
application workflow request, asking that the application be uninstalled, so she can harvest the
license.
2 Administrator reviews A workflow administrator reviews the license manager’s request. If he is happy with
the request the information she provided, he advances the workflow by sending a message to the

person assigned to the computer, requesting that he uninstall the software.

3 Software owner reviews  Upon receiving the request, the person with the installed software considers whether
the request he still needs to use the software. If so, he denies the request, explaining why the
application is still important for him to complete his work. Otherwise, he can
authorize the removal of the software from his machine.

4 License manager is Whether the software own approves the request or not, the license manager is
notified notified. As well, she can check the status of the workflow at any time. Refer to
Tracking a Workflow Request or Workflow Step’s SLA Status for details.

5 Installation is If the application is to be uninstalled, the license manager is now required to
deallocated from the complete a step which deallocates the consumer’s computer or the consumer
license himself (depending on the license type) from whichever software license covers the

installation in FlexNet Manager Suite.

6 Configuration manager Finally, if required, the workflow administrator can send a notification to the
is notified configuration manager, so the uninstallation of the unused software can be
organized.

Sample Packaging Template and Simple Request Template

The Sample Packaging Template and Simple Request Template are provided as examples of the procedures you could
follow to monitor and control the software packaging, deployment, and management process across your enterprise.

These sample templates include tasks for application packaging, discovery, test script development, installation testing,
certification procedures, application compatibility testing (conflict analysis and resolution), and user acceptance testing.
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Application Readiness Process Template

Note « For users who are upgrading from a previous release of Workflow Manager, this template will be named Application
Readiness Process Template.

This template was upgraded in AdminStudio to incorporate the new AdminStudio APl web services integration features
throughout, and includes suggested phases and steps that take you through application readiness standard practices for
desktop applications:

® |mporting packages to the Application Catalog
®  Gathering application rationalization data

® Testing and reviewing test results

® Performing application rationalization planning
® Repackaging and testing

® Deploying

For more information on the automated AdminStudio integration workflow steps used in this template, see Defining
Automated AdminStudio Integration Workflow Steps.

Mobile Application Request Template

Note » For users who are upgrading from a previous release of Workflow Manager, this template will be named Mobile
Application Request Template.

This template was upgraded in AdminStudio to incorporate the new AdminStudio APl web services integration features
throughout, and includes suggested phases and steps to prepare a mobile app for deployment:

® Importing mobile packages to the Application Catalog
®  Gathering application rationalization data

® Testing and reviewing test results

® Performing application rationalization planning

® Deploying

For more information on the automated AdminStudio integration workflow steps used in this template, see Defining
Automated AdminStudio Integration Workflow Steps.

Customizing Workflow Manager for Your Organization

You can customize the following aspects of Workflow Manager for your enterprise:

® References panel—You can add custom links to the Workflow Manager user interface, which are accessible to users
from any Workflow Manager page on a slide-out panel. See Adding Custom Links to References Panel.
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® Step completion dialog boxes—You can display your company's logo on the completion dialog boxes that appear
when workflow steps are completed. See Changing the Instruction Tab of the Step Completion Dialog Boxes.

® Email templates—You can customize the email templates that are used whenever Workflow Manager sends a
notification email. See Customizing Email Templates.

® Navigation bar—You can add custom menu items to the main Workflow Manager navigation bar. See Adding Menu
Items to the Workflow Manager Navigation Bar.

® Options menu on Progress tab of Workflow Request page—You can add custom menu items to the Options menu
on the Progress tab of the Workflow Request page. See Adding Menu Items to the Workflow Progress Options Menu.

Note « Any modifications that you make to Workflow Manager files could be overwritten if you upgrade or reinstall Workflow
Manager. Make notes of any changes that you make so that you can customize Workflow Manager again if necessary.

Adding Custom Links to References Panel
You can add custom links to the Workflow Manager user interface, which are accessible to users from any Workflow
Manager page. To view these custom links, click the References icon in the navigation menu.
L]

admin@company.com

Workflow Manager

Figure 5-12: References Icon

When you click this link, your custom links appear in a slide-out References panel.

Workflow Manager 2016 Help Library

Flexera Software Product & License
D l _— T Center
Flexera Software Knowledge Base

| Current phase Flexera Software Doc Center

hase Identify i

h Application R ]

ase pplication Request .
hase Deploy

Figure 5-13: References Panel

To add custom links to the References panel, perform the following steps.
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Task To add links to the References panel:
1. Inthe Workflow Manager installation directory, open the following file in a text editor:

C:\AdminStudioWebComponents_2019\wwwroot\Views\Shared\SidePanel.cshtml

sidepanetcsnt! -+ > |

[@using Res = WFMWebUI.Resources.UserNotifications.UserNotificationList;
@if (Reguest.IsAuthenticated)

WFMUser loggedInuser = (WFMUser)this.Ui.Html.ViewContext.RouteData.Values["LoggedInuser™];
<div class="notificationPanel">
<div id="slider" class="side-panel":
<div id="rightpanel">
<h3>
[@Res.References<br:
</h3>
@{ if (!string.IsNullOrEmpty(loggedInuser.CompanyUrl))

[-0]-00-01

<a href=filloggedInuser.CompanyUrl target="_blank">@loggedInuser.CompanyName</a><br />
}

=} <div id="divReferences">
<!--<a href="http://www.flexersoftware.com” target="_blank">Link 1</ax<br />--»
<fdive
<hr />
</fdive
</divs
</div>
@styles.Render("~/Content/Userliotifications™)
@Scr‘igts.Render("Nx'bundlestserNotifications“)|

2. Locatethe<div id="divReferences”> section.
3. Enter URLs using the following format:

<p><a href="http://www.sitel.com" target="_blank">Link to Site 1</a></p>
<p><a href="http://www.site2.com" target="_blank">Link to Site 2</a></p>

4. Save the file (which will require administrator permission).

5. Relaunch Workflow Manager and click the References link in the navigation menu. The new links appear in a slide-out
References panel.

References

Workflow Manager 2016 Help Library

Flexera Software Product & License
D | o T Center
Flexera Software Knowledge Base

Current phase Flexera Software Doc Center

hase Identify [fe

has: Application R

ase pplication Request Confluence
hase Deploy
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Changing the Instruction Tab of the Step Completion Dialog Boxes

When you complete a workflow step, if you click the Instructions icon, Workflow Manager will display a dialog box

containing a customizable workflow step completion dialog box, similar to the following:

Enter Data and Complete Step ’ §= Instructions

Comments After Document Review:

.| [INSERT TITLE] - Google Chrome = =

[3 localhost:55767/TemplateDocs/SampleTemplatePopup.htm

[Insert Name of Workflow Step]

Click Complete Step to mark this step as com | nserT COMPANMY-SPECIFIC INSTRUCTIONS FOR COMPLETING THIS WORKFLOW STEP]
Optionally, you can enter the time spent to cg

regarding this step.
[The information displayed on this screen can be customized for each Workflow Step. By

O Eenter time spent default, SampleTemplatePopup.htm is displayed, but any HTML file can be used. When
creating a Workflow Step in a Template, enter the name of the HTML file that you want to

) send additional email notifications use in the Popup HTML File fizld on the Workflow Step Details area of the Template
Details View.]

Complete Step

Figure 5-14: Customizable Workflow Step Completion Dialog Box

The text in the Instruction tab should be changed to display information that is specific to completing this workflow step.

The text comes from an HTML page that you are free to create and modify.

To insert your own custom text into the Instruction tab of a workflow step completion dialog box, perform the following
steps:

120

To customize a workflow step completion dialog box:

1.
2.

Create a formatted HTML page with the text you would like to display.

Using Windows Explorer, copy this HTML file to the following directory on the machine where Workflow Manager is
installed:

C:\AdminStudioWebComponents 2019\wwwroot\TemplateDocs
In Workflow Manager, open the template in the Template Details page.
On the Workflow Phases tab, select the desired workflow step to open the Workflow Step Details subtab.

Enter the name of your custom HTML page from the Popup HTML File field.

Popup HTML file: MyCustomHelpFile.htm

Preview |
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6. Click Preview to preview the HTML page.

7. Click Update to save your edits.

Customizing Email Templates

Workflow Manager sends notification emails when certain events occur, such as when a workflow step is advanced, edited,
completed, or rolled back; when an issue is created or responded to; or when a workflow request is past due.

You can customize the content and design of these email notification messages by opening them in the Email Template
Details page.

For instructions on how to customize existing email templates and how to create new ones, see Managing Email
Templates.

Adding Menu Items to the Workflow Manager Navigation Bar

To customize Workflow Manager for your organization, you can add new menu items to the Workflow Manager
navigation bar that will open a URL that you specify. You can add new items to any of the navigation bar tabs, such as
Workflows, Administration, Settings, etc.

Home 5 SSUES Reports Administration Settings

Design Configuration

Projects Workflow Status
Templates External Email Addresses

Approvals Calendar Settings

To add a menu item to the Workflow Manager navigation bar, you need to edit a file named NavExtension.xml file and
specify the following information:

® Name of the top-level tab, such as Administration.

® Name of the heading of the menu group, such as View Tables.
® Name of the menu item, such as Custom SQL Tables.

® AURLlink for the menu item.

To add a custom menu item to the main Workflow Manager navigation bar, perform the following steps.
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Task To add a custom menu item to the Workflow Manager navigation bar:
1. Onthe server where Workflow Manager is installed, locate and open the following file in a text editor (running it as an
Administrator):
C:\AdminStudioWebComponents_2019\wwwroot\NavExtension\NavBar_Extensions.xml
By default, the code in this file is “commented out” so that it is not applied to Workflow Manager.
IQ[’ CNAdminStudioWebComponents_2017\wwwroot\NavExtension\MavBar_Extensions.xml - Notepad++ EI
File Edit Search View Encoding Language Settings Macro Run  Plugins  Window 7 X
cHHER B saElde|dy = BEISIEEEHAE = | E
[=] NavBar_Extensions xml E3 |
1 —I<!——Iz?xrr.l wversion="1.0" encoding="utf-8" ?> -
2 < LHavs ]
= <Main>
4 <Id>»8</Id>
3 <Name>Ldministration</Name>
& <MenuClass»>nav-area-title</MenuClass>
7 <ResourceString></Resource5tring> =
8 <Permis=sionValue Activation="IsWFMActivated">
] <Value></Value>
10 </PermissionValus>
11 <class>icon-large icon-main-nav-settings nav-management-procurement nawv
12 <action></action>
13 <controll></controll> o
2. Remove the <!-- characters at the very beginning of the XML file, and the - -> characters at the very end of the file and
save the file.
After you save this file and open Workflow Manager in a new browser window, you will notice that several new
workflow items are added to the Administration tab: Test Menu and Test Menu two.
Home Workflows Reports Administration Settings
Design Configuration Test Menu Test Menu two
Projects Workflow Status Link 1 Extension Action
Templates External Email Addresses Link2 Link2
Approvals Calendar Settings
3. Locate the <Name> element under <Main>. By default, <Name> is set to Administration.
<WFM.Nav>
<Main>
<Id>8</Id>
<Name>Administration</Name>
4. Setthe <Name> element to the name of the main tab that you want to add a menu item to: Home, Workflows, Issues,
Reports, Administration, or Settings.
5. Under the <Name> element, locate the <SubItem> element. By default. this element is set to Test Menu.
<SubItem>
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<Name>Test Menu</Name>

6. Change the value of the <SubItem> element to the name of the new menu heading that you want to add, such as view
Tables.

7. Underthat <SubItem> element, locate the first <ItemList> element.

<ItemList>
<Name>Link 1</Name>
<ResourceString></ResourceString>
<PermissionValue Activation="IsWFMActivated">
<Value></Value>
</PermissionValue>
<class>nav-item</class>
<action>ActionLinkl</action>
<controll>Test</controll>
<Actiondata>
<data>
<key>id</key>
<value>1</value>
</data>
</Actiondata>
</ItemList>

8. Change the value of the <Name> element to the name of the menu item you want to add, such as Custom SQL Tables.

9. Specify the relative URL of the page that you want to open when this menu item is clicked by setting values for the
following elements:

<action>ActionLinkl</action>
<controll>Test</controll>
<Actiondata>

<data>

<key>id</key>
<value>l1</value>

</data>

<Actiondata>

For example, if the menu item is configured with the above values, the URL that would be opened when the menu item
was selected would be the following:

http://localhost:81/Test/ActionLink1/1
10. To add another item to the menu list, duplicate and edit the entire <ItemList> element.

11. Save the NavBar_Extensions.xml file, and then open Workflow Manager in a new browser window. The new menu
item will now be listed in the menu.

Workflows Reports Administration Settings

Design Configuration View Tables

Projects Workflow Status » Custom SQL Tables

Templates External Email Addresses

Approvals Calendar Settings

Workflow Manager 2019 User Guide WFM-2019-UG00 123



Chapter 5 Using Workflow Manager
About Workflow Manager

12. To add custom menu items to second main tab of the navigation menu, make a copy of the entire <Main> element in
the NavBar_Extensions.xml file, change the <Name> element to another one of the main menu tabs (such as Reports)
and then specify the <SubItem> and <ItemList> elements as described above.

Adding Menu Items to the Workflow Progress Options Menu

You can now add custom menu items to the Options menu on the Progress tab of the Workflow Request page.

P Options

View Assignments

User Acceptance
Testing

View Documents

>

View Report

View PRF Report

View PRM Report

View Motes to QA

Figure 5-15: Custom Items on Options Menu of Progress Tab of Workflow Request View

To create custom menu items on the Options menu, you need to add records to the AMS_CustomWorkFlowLink table in
the database. The menu items can link to general URLs (using the LinkUrl field) or they can link to MVC controllers and
actions in Workflow Manager (using the ActionName and ControllName fields).

® Record Fields in AMS_CustomWorkflowLink Table
® Usingthe LinkUrl Field to Specify Menu Item URLs

®  Using the ControllName and ActionName Fields to Specify Menu Item URLs

Record Fields in AMS_CustomWorkflowLink Table
The following table lists the fields in the AMS_CustomWorkFlowLink table that need to added for each record.
Table 5-6 « Fields in the AMS_CustomWorkFlowLink table

Field Description

linkid A unique identifier (GUID) that uniquely identifies the record in the table.

CompanylID A foreign key from the AMS_Company table. Workflow Manager only shows menu items
associated with the current user's company.

LinkText The text that Workflow Manager will show on the Options menu.
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Table 5-6 « Fields in the AMS_CustomWorkFlowLink table

Field Description

LinkUrl The URL to which Workflow Manager will navigate. This URL can be either of the following:
® Absolute URL, such as http://www.server.com
® Relative URL, such as /CustomWorkflow/Report.aspx

Note « Leave this field blank if you are using the ActionName and ControllName fields.

LinkTarget The value for the target attribute on the link. Valid values include:

_blank
_self
_parent
_top

LinkParameter Unused

ActionName The MVC action name.
Note « Leave this field blank if you are using the LinkUrl field.
ControllName The MVC controller name.

Note « Leave this field blank if you are using the LinkUrl field.

The following table shows example records.
Table 5-7 « Example Records for the AMS_CustomWorkflowLink Table

Link

linkid LinkText LinkUrl Parameter ControllName

CompanylD

23383ff4-8d9f- 879373fe-2322- Notes to /ASReports/ _blank NULL NULL NULL
48ac-b57e- 43d1-8596- QA ApplicationReports

8cfeff5640b9 789aded5d6bb

625deb46-fa7e- 879373fe-2322- Hardware /CustomWorkflow/ _blank NULL NULL NULL
429b-8378- 43d1-8596- Tracking HardwareTracking.aspx

bdf821a3f99a 789aded5d6bb

879373fe-2322- 879373fe-2322- Copy this  NULL _self NULL copy WFProgress
43d1-8596- 43d1-8596- Request

789aded5d6bc 789aded5d6bb
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Using the LinkUrl Field to Specify Menu Item URLs

When using the LinkUrl field, Workflow Manager adds several arguments to the URL. The following table describes the
arguments.

Table 5-8 « Arguments Added to a URL

Argument Name Value

A The ApplicationID for the current request, represented as a string GUID, such as:

ee278931-b80c-4c48-abbf-ad39411dc9el

cid The ProjectID (a.k.a. the ContractID) for the current request, represented as a string GUID, such
as:

06d14575-fb0c-40e4-9d94-120129e08692

pid The PersonID for the currently logged-in user, represented as a string GUID, such as:

ed7aad499-4b72-4617-934b-76ce8ae69b53

The resulting URL will be similar to this one:

http://MyServer:81/CustomWorkflow/HardwareTracking.aspx?A=ee278931-b80c-4c48-abbf-
ad39411dc9el&cid06d14575-fb0c-40e4-9d94-1a0129e08692&pided7aa499-4b72-4617-934b-
76ce8aeb69b53

Using the ControllName and ActionName Fields to Specify Menu Item URLs

When using the ControllName and ActionName fields, Workflow Manager appends a different set of arguments to the final
URL, as show in the

Table 5-9 « Arguments Added to an MVC URL

Argument Name Value

a The ApplicationID for the current request, represented as a string GUID, such as:

ee278931-b80c-4c48-a6bf-ad39411dc9el

cid The ProjectID (such as the ContractID) for the current request, represented as a string GUID, such
as:

06d14575-fb0c-40e4-9d94-120129e08692

pid The PersonID for the currently logged-in user, represented as a string GUID, such as:

ed7aa499-4b72-4617-934b-76ce8ae69b53

The resulting MVC URL will be similar to this one:

http://MyServer:81/WFProgress/copy?a=ee278931-b80c-4c48-abbf-ad39411dc9el&cid=06d14575-fb0c-
40e4-9d94-1a0129e08692&pid=ed7aa499-4b72-4617-934b-76ce8ae69b53
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Searching for Accounts

While working with workflows, you will frequently need to identify a specific person to send a notification email to, assign
to an issue, assign some work to, designate as a company contact, and so on. Often, this means that you need to look
through a large list of names to select the person you are looking for.

Workflow Manager makes this task easier by allowing you to search a comprehensive list, containing all Workflow Manager

accounts, and also all the users, groups, and subgroups belonging to any directory service registered with Workflow
Manager.

Select Account to Assign

Company: Workflow Administrator =
Role: System Administrator x

fesomntiioms _E

#  User name Full name User type  Workflows
O admin@com pany.com admin@company.com Database 4

anderson@company.com anderson@company.com Database 0

Figure 5-16: Typical Workflow Manager Search Interface
When one account is found matching the search criteria you specify, that account will automatically be assigned to the task

you are completing. If multiple results are located, these are all conveniently displayed in a Search Results list, allowing
you to easily choose the appropriate account.

Task To search for an account using a Workflow Manager account search interface:

1. Enterthe first few letters of the account name in the Account Name field and click Search button (magnifying glass
icon).

et I K

One of the following happens:

® |fthereis only one account whose name begins with the characters you entered, that account is automatically
selected, and its name will be automatically listed in its entirety in the Account Name field.

Account Name: ]
admin@company.com

® |f more than one account has a name beginning with the characters you entered, a list of all matching accounts is
displayed.
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Select Account to Assign

Company: Workflow Administrator b
Role: System Administrator v

et I KN

#  User name Full name User type  Workflows
O admin@co mpany.com admin@company.com Database 4

O anderson@company.com anderson@company.com Database 0

ign Cancel

Locate the account you want to select and click its checkbox, and then click Assign (or another similar button).
The chosen account is then listed in the Account Name field and the Search Results list disappears. For details
about sorting or filtering the Search Results list, see Using Lists.

2. Click Save or Update to save your edits to the current page.

Q

Tip - If you would prefer to scroll through a complete list of accounts in Workflow Manager, simply click Search button
without entering anything in the Account Name field.

About Unimported Directory Service Accounts

When Workflow Manager performs an account search, it looks through all accounts, groups, and subgroups in any
directory service registered with Workflow Manager, even if those accounts have not yet been imported into the Workflow
Manager database. If you select an unimported account, one of the following will occur:

® Ifyou are assigning an account to receive email notifications, its email address will be recorded, but that account will
not be imported into Workflow Manager.

® Forany other type of assignment (such as an issue assignment, a work assignment or a project contact assignment),
that account is automatically imported into the Workflow Manager database, and you will be able to manage it as you
do all other accounts. See Importing Directory Services Accounts and Groups for more information.

How Dates and Times are Displayed

128

Workflow Manager displays all dates as per the time zone and language defined in your web browser (which need not be
the same as the time zone and language of the Workflow Manager server).

Workflow Manager saves date and time information in UTC (Coordinated Universal Time) format and converts it to the
local date time format, based on the browser settings, for display.

Note « UTC format was formerly referred to as GMT or Greenwich Mean Time.
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United States Example

The date and time for a standard United States customer is displayed in MM/DD/YYYY format with a 12-hour clock and an AM
or PMdesignation:

05/23/2016 0©2:32:00 PM

United Kingdom Example

The date and time for a United Kingdom customer is displayed in DD/MM/YYYY format with a 24-hour clock (with no AM or PM
designation):

23/05/2016 14:32:00

Performing a Search

To perform a search for a workflow request, project, or issue, perform the following steps.

To perform a search:
1. Enterasearch termin the search box above the navigation bar.

When you put your cursor in the Search box, the Filter Your Search menu opens to enable you to only search through
portions of the available data.

E3 Workflow Manager Adobe 1 Q|

Ui FILTER YOUR SEARCH

IN PROGRESS WORKFLOWS &/ ALL ISSUES

ALL WORKFLOWS OPEN ISSUES

All Workflow Request

Use column filters to search for a specific workflow request. PROJECTS ALL CATEGORIES

COMPLETED WORKFLOWS COMPLETED ISSUES

2. Select the categories that you want to include in the search, and click enter. The results are listed by category.

Workflow Manager 2019 User Guide WFM-2019-UG00 129



Chapter 5 Using Workflow Manager
Submitting and Monitoring Workflow Requests

3.

4.

Search Results for 'Adobe'

=In Progress Workflows

Adobe Customer Support has been contacted
Adobe licenses need to be audited
Adobe Acrobat CC is also required

i= All Workflows
® Issues Open

i= Completed Workflows

® Issues Completed

& Project

Click on a category name to expand/collapse the listing.

Click on a result link to open that page.

Submitting and Monitoring Workflow Requests

This section explains how to submit a workflow request, and summarizes the various methods you can use to monitor its

progress.

®  Submitting a Workflow Request

® Copying an Existing Workflow Request

® Deleting a Workflow Request

®  Monitoring the Progress of a Workflow Request
°

Tracking a Workflow Request or Workflow Step’s SLA Status

Submitting a Workflow Request

To enable consumers to quickly and easily submit a workflow request, a Submit Request button is available on their home
page. As well, workflow consumers and administrators can both submit a workflow from by selecting Submit Workflow
Requests on the Workflows menu of the navigation bar.

130
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To submit a workflow request:

1.

Click Submit Workflow Requests on the Workflows menu of the navigation bar. The Submit Workflow Request page
opens.

Submit Workflow Request

Enter 2 name to identify your request, select a project, and click Add.
* Workflow request name:

* Project: 3w ralhs pru Fare, v

Workflow folder name:

Enter a descriptive name for your request in the Workflow request name field.
Select the name of the project your workflow request will be associated with from the Project field.

If you know your workflow request belongs to a specific family of requests, select the appropriate option from the
Workflow Family field, or click Create New to create a new workflow family. Refer to Managing Workflow Families for
further information about creating new families.

Note - If you are a workflow consumer and the company associated with this project was created with the Is a Workflow
Family Owner? option selected, the Create New button will not appear. It will be available only when a workflow

administrator is submitting a workflow request against the project. See Creating a New Company for more information
about this option.

Enter a descriptive name for your folder in the Workflow folder name. A folder will be created in the folder path
“C:\AdminStudioWebComponents_2019\SHAREPATH\” with a name given in the workflow folder name field.

You can see the Workflow folder name field, if you select the check box Specify Workflow Folder Name, in the
Settings > Company Preferences, see Setting Preferences on the Company Preferences Page.

AdminStudio Import Formats : e eee A aph appe wp! M appe profie
Release AdminStudio Receipt : 52
Custom table pattern to search : nowm i A
Sync Folder structure as per Workflow Manager : =
Role That will be shown in Workflow Lists : Select Role v
| Specify Workflow Folder Name : =2
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7. Click Add. The Workflow Request page opens and you are prompted to specify some information.

[®

Important « if you haven't selected the check box Specify Workflow Folder Name, in the Settings > Company
Preferences, a folder will be created in the folder path “C:\AdminStudioWebComponents_2019\SHAREPATH\UNCPath”
with the Workflow request name.

Data Entry
Enter or review the data that is submitted as part of this workflow step.

Page 1 of 1
Application Name -« :

Media : Upload Workflow files...

Comments :

Submit

Note - The first workflow step of all workflow requests always prompts the requester to provide some information. The

information requested upon submission of a workflow request is defined during creation of the workflow template, and
can include as many or as few questions as the workflow administrator desires.

8. Enterthe requested information and click Submit.

V

Tip - Questions with a red asterisk are mandatory, meaning you will be unable to proceed until you answer them.
Questions without a red asterisk are optional.

9. Continue with the steps in Monitoring the Progress of a Workflow Request.

Copying an Existing Workflow Request

If you want to create a new workflow request which is very similar to an existing workflow request, you can copy the
existing one, rather than re-entering all of the requested data. The amount of data that is copied to the new workflow
request depends upon whether you are a consumer or an administrator:

® For consumers, only data submitted in the initial data step are copied to the new workflow. Any data submitted in
later steps will need to be re-entered.

® For administrators, you can choose to just copy the data entered in the initial date entry step, or the current
workflow state (all the data items and the state of each workflow step). You can also link the copy to the original
workflow request.
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Task To copy an existing workflow request:

1. Select Copy an Existing Workflow Request in the Workflows menu of the navigation bar. The initial view of the Copy
Workflow Request page opens, listing all workflow requests.

Copy Workflow Request

Use column filters to search for a specific workflow request.

20 results returned 20 Y rows per page FA D l = T Enter search text

Action '___. Name :__i Number '___. Project :?; Company Stz'h.ls'" | Status notes :_:I Current phase :_
Copy Word 2016 WF4 Project Starting 11/3/2017  Workflow Cansumer  Active Data Entry Phase  Application Request Revie
Copy Acrobat WF 19 Contact 2 Workflow Consumer  Active Data Entry Phase  Application Request Reviey
Copy MySQL WF 15 Project Starting 11/14/2017  Workflow Consumer  Active Data Entry Phase  Application Request Reviey
Copy Photoshop CC WF1 Project Starting 11/3/2017  Workflow Consumer  Active Work Phase Application Initial Testing
Copy Microsoft Teams  WF 21 Project Starting 11/13/2017  Workflow Consumer  Active Wark Phase Application Packaging
Copy SQL Server WF 16 Project Starting 11/14/2017 Workflow Cansumer  Active Data Entry Phase  Application Request Revie
Copy Cracle WF 14 Project Starting 11/14/2017  Workflow Consumer  Active Data Entry Phase  Application Request Reviey
Copy Adobe Captivate  WF7 Project Startéim 11/13/2017 Wgrkﬂow Consumer  Active Work Phise Applica_tion Packaging

2. Click Copy next to the name of the workflow request that you want to copy. The Copy Workflow Request page opens.

Copy Workflow Request

Enter a name that will uniquely identify this request.

*Workflow Name:

¥ Copy Workflow Progress State

1#! Link with source Workflow Request

3. Inthe Workflow Name field, enter a name to uniquely identify this new workflow request.

4. [Administrators only] Optionally, select the Copy Workflow Progress State field. If you select this option, the data
items and state of each workflow step will be copied from the source workflow request. If you don’t, only the initial
data entry step is copied.

5. [Administrators only] If you want to link the new workflow request to the original, select the Link with source
Workflow Request option. Refer to Related Workflows Tab for more information.

6. Click Copy. The Workflow Request page appears for your new workflow request.

e [fyou selected the Copy Workflow Progress State option, the Workflow Request page opens and the progress
displayed on this page will be identical to that of the source workflow request, because the data items and state
of each workflow state have been copied across.
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®  Otherwise, the workflow will begin in the first data entry step.

Deleting a Workflow Request

Only workflow administrators with the Delete Workflow Request permission can delete a workflow request. Refer to Role
Permission Lists for more information about permissions.

e

Task To delete a workflow request:
1. Select All Workflows in the Workflows menu of the navigation bar. The All Workflow Requests page opens.
2. Click on the workflow request that you want to delete. The Workflow Requests page opens.
3. Openthe Properties tab.

4. Click the Delete button and agree to the confirmation message which appears. The workflow is removed.

Monitoring the Progress of a Workflow Request

Although you will be notified if you are required to update complete a step in a workflow request, you may still want to
check on its progress. This section describes different ways to do that.

® Searching for Workflow Requests
® Opening a Workflow Request’s Workflow Request Page
® Viewinga Workflow Report

® Viewing All Workflow Requests

Searching for Workflow Requests

To perform a search for a workflow request, project, or issue, perform the following steps.

Task To perform a search:
1. Enter asearch term in the search box above the navigation bar.

When you put your cursor in the search box, the Filter Your Search menu opens to enable you to only search through
portions of the available data.
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K3 Workflow Manager Adobe 1 Q]

Ui FILTER YOUR SEARCH
IN PROGRESS WORKFLOWS V ALL ISSUES
ALL WORKFLOWS OPEN ISSUES

All Workflow Request

Use column filters to search for a specific workflow request. PROJECTS ALL CATEGORIES

COMPLETED WORKFLOWS COMPLETED ISSUES

2. Select the categories that you want to include in the search, and click enter. The results are listed by category.
= | |
Search Results for '‘Adobe

=In Progress Workflows

Adobe Customer Support has been contacted
Adobe licenses need to be audited
Adobe Acrobat CC is also required

i= All Workflows

® Issues Open

i= Completed Workflows

® Issues Completed

& Project

3. Click on a category name to expand/collapse the listing.

4. Click on aresult link to open that page.

Opening a Workflow Request’s Workflow Request Page

The progress of a workflow request is displayed on the Progress tab of the workflow request’s Workflow Request. This tab
lists all the workflow phases in the template that this request was based on.
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Workflow Req UEST  Microsoft Project 2016 (WF 7)

Project: Project Starting 9/8/2015

=) Progress Notifications £ Related Workflows m i Uploaded Files & Downloadable Files

1 079 2 L ) 3 2]

Submit Request Approval Allocate Software

Workflow
Overview

o Current step in progress begun
at: 9/8/2015 1:08:50 PM

1= )
¢= Instructions

Collect user data

1. Submit Request

Q Collect user data Rollback 9

Updated on 9/8/2015 1:08:30 PM
By admin@company.com.

Complete Step
Click Complete Step to mark this step as complete and advance the workflow to the next step.

Optionally, you can enter the time spent to complete this step and/ar choose to send additional email notifications regarding this step.

@ Send reply email @ Enter time spent

Enter the time it took to complete this step in either minutes or hours.

Time spent unit:  “Hour
®Minute

O send additional email notifications

Complete Step

Figure 5-17: Workflow Request Page

To view the progress of a workflow request, perform the following steps:

Task To view the progress of a workflow request:
1. Inthe navigation bar, click All Workflow Requests on the Workflows menu. The All Workflow Requests page opens.
2. Click on the workflow request you want to view. The Workflow Request page opens.

Note « For details about sorting or filtering the workflow list, see Using Lists.

3. Ifnotalready selected, open the Progress tab and review the following areas:
® Phase Navigation Bar
®  Workflow Step Area
®  Workflow Step Panel
® |cons Used in on Workflow Progress Tab
® Options Menu
®  Start/Stop SLA Clock Button

For more information, see Progress Tab.
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Viewing a Workflow Report

Detailed information about the progress of a workflow request can be seen using the Workflow Report.

Task To open a Workflow Report:

1. Open aworkflow request’s Workflow Request page, as described in Opening a Workflow Request’s Workflow Request
Page.

2. Click the View Workflow Report link in the Action menu. The Workflow Report opens. For more information about
the information displayed on the Workflow Report, see Workflow Report.

Viewing All Workflow Requests

Consumers can quickly view the status of all of the workflow requests for their company. Administrators can view workflow
requests for all of their consumer companies.

Task To view the status of all workflow requests for your company:

1. Inthe navigation bar, open the Workflows group and click on View Workflow Requests in the Workflow Requests
subgroup.

The All Workflow(s) page opens, listing all of the workflow requests. Refer to All Workflow Requests Page for further
details.

& Workflow Manager Q] scminGeompany.com

Sign Out

Waorkflows Reports Administration Settings

Workflow Manager

All Workflow Requests
Use column filters to search for a specific workflow request.
[ pad ]

T0resutsretuned 20 v rowsperpage W DIT=ETY
Name Sequence No Project Company Status Status Notes Current Phase Assigned Create Date.

Adobe Flash WF35 Branching 8/21/2015 Workflow Consumer Active ‘Workflow Complete Finish Ne 8/21/2015 1:11:50 PM
Microsoft Visual Studio 2013 WF 338 Branching 8/21/2015 Workflow Consumer Active Data Entry Phase Data Entry No 8/21/20157:11:36 PM
Dreamweaver CC WE7 Enginesring AR 2015 Workflow Consumer Active Data Entry Phase Identify No 8/14/2015 3:49:00 PM
Microsoft Visual Studio 2015 WF8 Engineering AR 2015 Workflow Consumer Inactive ‘Work Phase Compatibility Test No 8/14/2015 3:54:30 PM
Salesforce WF 42 Branching Tuesday Workflow Consumer Active ‘Workflow Complete Finish (Merge) Phase No 8/25/2015 3:54:19 PM
TechSmith Snagit 12 WF43 Branching Tuesday Workflow Consumer Active ‘Workflow Complete Finish (Merge) Phase Ne 8/25/2015 3:38:14 PM
Perforce Visual Client 2014 WF 40 SRT Project Workflow Consumer Active ‘Workflow Complete Remediation Yes 8/24/2015 74957 PM
Adobe FrameMaker 2015 WF41 SRT Project Workflow Consumer Active ‘Workflow Complete Check for Cemparible Product Ne 8/24/2015 8:03:07 PM
Microsoft Excel 365 WF 439 AA Packaging Project Workflow Consumer Active Data Entry Phase Application Request Review No 8/25/2015 6:41:35 PM
Microsoft Office 365 WF48 AA Packaging Project Workflow Consumer Active Data Entry Phase Application Request Review Ne 8/25/2015 6:40:39 PM

2. Optionally, filter this list using filter controls, as described in Using Lists.

3. Todrill through to the Workflow Request page for a specific workflow, click on the workflow request name. See
Workflow Request Page for more information.
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Tracking a Workflow Request or Workflow Step’s SLA Status

You can track the SLA (Service Level Agreement) status of workflow requests and individual workflow steps, so that you
know which ones are proceeding on schedule (as per their service level agreement), and which ones are late or at risk of
being late.

® Calculating SLA Status
® Stopping and Restarting the SLA Clock
®  Generating SLA Status Reports

Note « See also Managing SLA Settings.

Calculating SLA Status

138

SLA (Service Level Agreement) time tracking is used to report the status of a workflow request and/or a single workflow
step with respect to its SLA due date, as one of: On Time, At Risk, Late, Completed on Time, or Completed Late.

®  Project SLA Settings and the Due Date
®  SLASettings on a Workflow Phase

®  SLASettings on a Workflow Step

Project SLA Settings and the Due Date
Each time a project is created, the following SLA settings are defined:

® Workflow Due Period —Number of days after its submission date that a workflow request should be completed, in
order to be SLA compliant.

® Workflow at Risk Period —Number of days prior to a workflow request’s due date that the workflow request will be
considered “at risk” of not meeting that date, if it not yet completed (corresponds to SLA status At Risk).

® Length of a Work Day—Number of hours in a day that are considered work hours, when monitoring elapsed time for
SLA calculations.

® Exclude Weekends—Specifies whether to exclude weekend days when calculating a workflow request’s SLA status.
® Holiday Information—Identifies the holidays to exclude from SLA calculations.

A workflow request’s due date is automatically calculated by adding the number of business days in the Workflow Due
Period field to the date that the request was submitted.

Note « The Workflow Due Period and Workflow at Risk Period values specified for a project can be overridden at the
workflow request level on the Properties tab of the Workflow Request page. See Properties Tab for more information. Also
refer to Project Details Page for more information about defining the SLA settings.
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SLA Settings on a Workflow Phase

When defining a workflow step on the Workflow Phase Details view, you have several options regarding tracking a
workflow step for SLA:

® Enable Time Tracking Alerts on a Workflow Phase

® Include the Time Spent on a Workflow Phase in the Workflow Request’s Overall SLA Calculation

Enable Time Tracking Alerts on a Workflow Phase

Select the Track for Workflow Step SLA option and enter a numeric value in the Due period and Risk period fields to
instruct Workflow Manager to send out an email alert and change the workflow phase’s SLA Status when a duration
threshold is reached.

(1]
" 4

Important - |t is recommended that this option should be selected only for tasks that are critical for the completion of the
workflow for which immediate notification of a delay is important.

If the Track for Workflow Phase SLA option is not selected, no email alerts will be sent out regarding this workflow phase
and it will not be listed on the Workflow Phase SLA Report.

Include the Time Spent on a Workflow Phase in the Workflow Request’s Overall SLA Calculation

Select the Track for Workflow SLA option to instruct Workflow Manager to include the time spent to perform this
workflow phase in the overall SLA calculations for the entire workflow request.

For example, if a workflow phase included a workflow phase such as “Receive Customer Approval”—which does require
any work to be performed by the administrator— you may want to clear this option so that the time spent waiting for
approval would not be included in SLA calculations for this workflow request.

SLA Settings on a Workflow Step

When defining a workflow step on the Workflow Step Details view, you have several options regarding tracking a
workflow step for SLA:

® Enable Time Tracking Alerts on a Workflow Step

® Include the Time Spent on a Workflow Step in the Workflow Request’s Overall SLA Calculation

Enable Time Tracking Alerts on a Workflow Step

Select the Track for Workflow Step SLA option and enter a numeric value in the Due period and Risk period fields to
instruct Workflow Manager to send out an email alert and change the workflow step’s SLA Status (shown in the Workflow
Steps SLA Report) when a duration threshold is reached.

(1]
" 4

Important - It is recommended that this option should be selected only for tasks that are critical for the completion of the
workflow for which immediate notification of a delay is important.

If the Track for Workflow Step SLA option is not selected, no email alerts will be sent out regarding this workflow step and
it will not be listed on the Workflow Steps SLA Report.

Workflow Manager 2019 User Guide WFM-2019-UG00 139



Chapter 5 Using Workflow Manager
Submitting and Monitoring Workflow Requests

Include the Time Spent on a Workflow Step in the Workflow Request’s Overall SLA Calculation

Select the Track for Workflow SLA option to instruct Workflow Manager to include the time spent to perform this
workflow step in the overall SLA calculations for the entire workflow request (shown on the Projects Report).

For example, if a workflow phase included a workflow step such as “Receive Customer Approval”—which does require any
work to be performed by the administrator— you may want to clear this option so that the time spent waiting for approval
would not be included in SLA calculations for this workflow request

Example of a Workflow Request’s SLA Status Path

The following diagram illustrates the SLA status path of a workflow request with a Workflow Due Period of 5 days and a
Workflow at Risk Period of 2 days, with weekends excluded from the calculations:

SLA Status Path of a Workflow Due Period: 5

Workflow Request Workflow at Risk Period: 2
Exclude Weekends? Yes
Workflow Request .
AR | submitted 10th April DUSae 17th

(5 i i———T

Submitted On Time At Risk Late
Tuesday | Wednesday | Thursday —
9 10
Submitted At Risk
16 17 18 19 20 21 22

Due Date

Figure 5-18: Example SLA Status Path for a Workflow Request

Stopping and Restarting the SLA Clock

140

You can click the Stop Clock button on the Workflow Request page to stop the monitoring of elapsed time for the current
workflow step.

Stop Clock o Current step in progress begun
at: 9/6/2015 12:01:20 PM

Figure 5-19: Stop Clock Button on the Workflow Request Page

You might want to stop the SLA clock if work on a workflow request has been interrupted, so that the workflow request is
not inaccurately being listed in SLA reports as At Risk or Late.
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When the Stop Clock button is clicked, its name changes to Start Clock, and the date and time that the clock was stopped
is listed. Click the Start Clock button once work resumes on the workflow request, to begin monitoring elapsed time again.

Workflow Req UEST  Microsoft Office 2016 (WF 5)

Project: Project Starting 9/4/2015 SLA Clock Stopped: The Workflow is READ-ONLY because SLA Clack is stopped.
m) Progress (@ Properties B Notifications & Related Workflows m aa Uploaded Files & Downla

3 (> Y2

Workflow > Rationalize - Compatibility Test

Overview

Gtart Clock o Clock stopped at: 9/10/2015
11:08:54 AM

3. Compatibility Test

Enter Data and Complete Step

Test Related Comments:

@ Test for OS Compatibility

Figure 5-20: Workflow With Stopped SLA Clock

Generating SLA Status Reports

You can view the SLA status of a workflow request on the Projects Report and the Workflow Requests Summary Report.
See Generating a Projects Report and Generating a Workflow Requests Summary Report for more information.

You can also view the following reports that offer detailed SLA status by project, workflow request, phase, or step, and you
can filter some of these reports by a specified date range:

®  Generating a Workflow Steps SLA Report

®  Generating a Project SLA Report

Completing Workflow Requests

This section describes how to complete a workflow request.
® |Initiating Work on a Workflow Request

® Updating a Workflow Request

®  Working With Issues

® Associating Files with a Workflow Request

® |inking Related Workflow Requests
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Initiating Work on a Workflow Request

When a workflow request is first submitted, a workflow administrator will need to accept the request, and then assign
people to complete the various tasks associated with it.

® Accepting a Workflow Request
®  Assigning Users to Workflow Requests
® Viewing All Workflow Request Assignments

® Viewing Your Workflow Request Assignments

Accepting a Workflow Request

The first step of any workflow request is a data entry step, which the consumer submitting the request is required to fill in.
The data submitted during this initial step must be reviewed and approved before work can begin. When the workflow
request is viewed on the Workflow Request page, the first workflow step highlighted in blue, indicating it is the active
step.

A workflow administrator accepts a workflow request by viewing the submitted data and clicking the Accept button.

Task To accept a workflow request (workflow administrators):

1. Open aworkflow request’s Workflow Request page, as described in Opening a Workflow Request’s Workflow Request
Page. If no users have been assigned to work on this workflow request, the Assignment Details page opens,
prompting you to make the assignments.

2. Assign usersto role, as described in Assigning Users to Workflow Requests, or click Workflow Progress to temporarily
bypass this step.

The Progress tab opens, and the name of the first step in the first workflow phase will be highlighted in blue, and the
data entry fields displayed in the pane on the right.
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1 3 (2]
Workflow

. Identify Compatibility Test Fix, Pa
Overview - .

Stop Clock o Current step in progress begun
at: 9/10/2015 1:01:17 PM

1. Identify

Review Request Details
Data Entry

@ Review Request Details

Enter or review the data that is submitted as part of this workflow step.

Page 1 0of 1
Application Name+:  Microsoft OneNote
Media : Upload Workflow files...
Comments : This is required for status meetings.

3. Review the submitted data. If the data takes up more than one screen, click Next and Back to see all of the
submission.

4. Do one of the following:

® |fthe data provided by the consumer isincomplete, click Reject Data, and agree to the confirmation dialog which
appears. The workflow request is rolled back, and the data elements in the initial entry step are unlocked for
editing.
Tip « Typically, you would not be the person who updates the information. Instead, if you have correctly set up
email notifications, the consumer will be notified that their workflow request has been rejected, and will then go and
amend his submission data himself.

°

If the data provided by the consumer is complete, click Accept Data. The Progress tab reopens, and the first step
of the first phase is now marked complete.

5. After you have accepted a workflow request, you need to assign people to complete the tasks associated with it if you
have not already done so. See Assigning Users to Workflow Requests for more information.

Assigning Users to Workflow Requests

Every workflow request has a series of roles associated with it that have permission to complete the workflow’s tasks. To
initiate work on a workflow request, workflow administrators assign one person from each of these roles to the request.

You can assign users to roles for a workflow request either on the Assignment Details page or as part of a workflow step
with a step type of Work Assignment.

® Assigning Users to a Workflow Request on the Assignment Details Page

® Assigning Users to a Workflow Request as Part of a Workflow Step
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Assigning Users to a Workflow Request on the Assignment Details Page

Task

144

Every workflow request has a series of roles associated with it that have permission to complete the workflow’s tasks. To
initiate work on a workflow request, workflow administrators assign one person from each of these roles to the request.

You can assign users to roles for a workflow request on the Assignment Details page.

Note « You can assign a person to work on more than one workflow request at a time.

To assign a person to a workflow request (workflow administrators):

1. Inthe navigation bar, click Assign Work on the Workflows menu. The Work Assignment Listing page opens.

2. Select the workflow that you want to assign users to. The Assignment Details page opens.

Assignment Details

Company: Workflow Consumer
Current Workflow: Microsoft OneNote 365
Current Project: Application Readiness Project
Current Phase: Rationalize

Current Assignments for Workflow Administr

Role Name

Project Manager
Repackager
SCAdmin

System Administrator

Tech Lead

Select Account to Assign

Workflow Progress

ator

Assigned To

Not Assigned
Mot Assigned
Not Assigned
Mot Assigned

Not Assigned

Company: Workflow Administrator X
Role: Project Manager =

Account Nan1e: _ B

Note « If a workflow request does not have any users assigned to it, the Assignment Details page will open when an
administrator clicks on the workflow request name on the All Requests page instead of the Workflow Request page. As
soon as users are assigned to the workflow request, the Workflow Request page opens directly.
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The Current Assignments list contains a list of roles, with the following fields:
® Role Name—The name of a role with rights to complete tasks related to this workflow request.

® Assigned To—The account name of a specific person belonging to this role. If the role has not yet been assigned
to a person, Not Assigned is displayed.

3. Tobegin making assignments, in the Select Account to Assign box, select a company from the Company field that
contains the users that you want to assign to this workflow request. The list will automatically update to display roles
belonging only to the chosen company that have rights to complete this workflow request’s tasks.

4. From the Role list, select the first role that you want to assign a user to.

5. Search for a user belonging to the chosen role by entering search criteria in the Account Name field and clicking the
search button:

Q

One of the following occurs:
® Ifyour search criteria matches one account, it will be automatically entered in the Account Name field.

® If your search criteria returns multiple accounts, each account will be listed along with the number of
workflow requests that user is currently assigned to.

e |fyou do not enter any search criteria and click the search button, a list of all available users will be listed.

Select Account to Assign

Company: Workflow Administrator o
Role: System Administrator i

reentes - 1 K

#  User name Full name Usertype  Workflows
O admin@company.com admin@company.com Database 4

O anderson@company.com anderson@company.com Database 0

Note « See Searching for Accounts for more information about searching the list of Workflow Manager accounts.

6. Select an account and click Assign. The selected account is now displayed in the Assigned To column of the Current
Assignments list, next to the name of the selected role.
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Current Assignments for Waorkflow Administrator
Role Name Assigned To
Project Manager Not Assigned
Repackager Mot Assigned
SCAdmin Mot Assigned
System Administrator anderson@company.com (anderson@company.com)
Tech Lead Mot Assigned

7. Repeat forall desired roles for both the consumer and administrator company.

0

Tip - To remove an existing assignment, assign a different user to the role.

Assigning Users to a Workflow Request as Part of a Workflow Step

146

Every workflow request has a series of roles associated with it that have permission to complete the workflow’s tasks. To
initiate work on a workflow request, workflow administrators assign one person from each of these roles to the request.

You can assign users to roles for a workflow request as part of a workflow step by adding a workflow step with a step type
of Work Assignment to the workflow template. For these workflow steps, the administrator is prompted to assign users to
roles on the workflow step details area of the Progress tab of the Workflow Request page.

When you set up a Work Assignment workflow step, you can also choose to select which of the roles you want to display in
the workflow step details area. Instead of listing all roles, you can choose to only list the roles that apply to the current
workflow step.

Specifying Roles to Display for a Work Assignment Workflow Step

When you create a workflow step with a step type of Work Assignment, as described in Creating a New Template, you can
select the roles that you want to display for that workflow step in the Please Select a Role field.
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Workflow Step Details

*Description:

*Step type:

*Track for worlflow
SLA:

*Track for workflow
step SLA:

Limit To Assigned
Users:

Due period (days):

Risk period (days):

*Sort order:

Please Select a Role:

Assign Work

Work Assignment

O Yes ® No

L Yes '@ No

40

Select
Role Role Name

5] Application User

5] Configuration Manager

o License Manager
5] Project Manager
5] Project Manager
1« Repackager

5] SChdmin

= System Administrator

|« Tech Lead
5] UA Tester

5] User

Figure 5-21: Selecting Roles for a Work Assignment Workflow Step
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When a Work Assignment workflow step is displayed in a workflow request, only the roles that you selected for that

workflow step will be listed.
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Assign Work

After assigning work please click "OK" to go to next step

Role Name Assigned To MNext Time Off
Repackager Mot Assigned
Tech Lead Mot Assigned

Time Off Window 3 Months

Figure 5-22: Selected Roles Listed for a Work Assignment Workflow Step

Viewing All Workflow Request Assignments

To review the user accounts assigned to your company’s workflow requests, perform the following steps:

To view workflow request assignments:

1. Inthe navigation bar, click View Assignments By Account in the Workflows group. The Assignments By Account

page opens, and lists current workflow requests.

Assignments By Account

Select a request to edit its work assignments.

resubts retumed 20 v rowsperpage W

Application name | Status | Company name | | Projectname | Workflow family | Status summary ~ Workflow Phase | Workflow Step |

Microsoft OneNote  Partial  Workflow Application Data Entry Phase
365 Consumer Readiness

Project
AutoDesk AutoCAD  Ves Workflow Project Starting Data Entry Phase
Maya 2016 Consumer 9/4/2015
AutoDesk AutoCAD  Ves Workflow Project Starting Data Entry Phase
Maya 2016 Consumer 9/4/2015

Rationalize

Fix, Packsge and
Test

Fix, Package and
Test

Upload date | User Name [~| PersonlD || Roles  [-|

Review 9/10/2015 anderson@company.com 1244599 System
Documentation  6:01:17 P 23ci-46ca-  Administrator

95ab-

abeZadccdee?
Package and Test  9/8/2015 repackager@seniicer.com  16d3392a- Repackager
Application 11:04:05 PM f94f-4cdS-

990b-

10f920736bad
Package and Test  9/8/2015 admin@servicer.com 7b31351c- SCAdmin
Application 11:04:05 PM £90c-4966-

ablb-

4d2626d86037

Regarding the records in this list:

e Ifyou do not have permission to view assignments for all user accounts, you will only see a list of workflow

requests assigned to you.

® If aworkflow request is assigned to multiple accounts, there will be multiple records listed for that request, one

for each account.

® Unassigned workflow requests are not listed on this page.

2. Ifyou wantto view a list of assignments by user account, group this listing by the User Name column, as described in

Grouping Items in Lists.
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Assignments By Account
Select a request to edit its work assignments.

Oresubisretumed 20 ¥ rowsperpage W oDIM=EY

Application name | Status | | Company name - | Projectname | Workflow family - | Status summary | Workflow Phase |- | Workflow Step |~ Upload date - | PersoniD [~] Roles [+

£ User Name: admin@company.com

AutoDesk AutoCAD Yes Workflow Project Starting Data Entry Phase Fix, Package and Package and Test  9/8/2015 Sefab18c-1993- System
Maya 2016 Consumer 9/4/2015 Test Application 11:04:05 PM 4c03-b0d5- Administrator
86dd92b1f6ff
AutoDesk 3DS Max Yes Workflow Project Starting Data Entry Phase  Plan Determine Target  9/8/2015 Sefab18c-1993- System
2016 Consumer 9/4/2015 Environments. 11:05:20 PM 4c93-b0d5- Administrator
86dd92b1f6ff
Adobe Dreamweaver  Yes Workflow Project Starting Data Entry Phase Identify Review Request 9/5/2015 Sefab18c-1993- System
cC Consumer 9/4/2015 Details 3:15:27 AM 4c03-b0d3- Administrator
86dd92b1f6ff
Microsoft Visio 2016 Yes Workflow Project Starting Data Entry Phase  Plan Determine Target  9/8/2015 Sefab18c-1993- System
Consumer 9/4/2015 Environments 10:57:50 PM 4c93-b0d5- Administrator
86dd92b1f6ff

User Name: admin@servicer.com
User Name: anderson@company.com
User Name: pm@servicer.com

User Name: repackager@servicer.com

User Name: techlead@servicer.com

3. Click onthe name of the workflow request that you want to view the assignments for. The Assign Details page opens
and lists all user accounts assigned to this workflow request.

4. If you want to update the user accounts assigned to a workflow request, perform the steps listed in Assigning Users to
Workflow Requests.

Viewing Your Workflow Request Assignments

You may wish to view the workflow requests which you are assigned to and which are currently in progress. There are two
methods for viewing your workflow request assignments.

® Opening the Workflow Requests Assigned To Me Page

®  Opening the View Assignments By Account Page

Opening the Workflow Requests Assigned To Me Page

The Workflow Requests Assigned to Me page lists those workflow requests whose current workflow step is assigned to
you. It does not list a workflow request if you are only assigned to a future workflow step or a workflow step that is already
completed.
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=
M

Task

Task

150

To open the Workflow Requests Assigned to Me Page:

1. Inthe navigation bar, click Workflow Requests Assigned To Me under Workflow Requests on the Workflows menu.

The Workflow Requests Assigned To Me page opens, listing those workflow requests whose current workflow step is
assigned to you.

Workflow Requests Assigned To Me

Use column filters to search for a specific workflow request.

3 results returned 20 ¥ rows perpage FA D ' = Y

MName || Number || Project || Company || Status|-| Statusnotes |-| Currentphase 4 || Assigned|-| Create date [~ ]

lllustrator WF 47 Packaging Project Workflow Consumer  Active Data Entry Phase  Application Request Review Yes 7/8/2016 6:49:24 PM

Display Marketing Department Reports  WF 27 Display Reports Workflow Consumer  Active Data Entry Phase Display reports Yes T/7/2016 3:14:35 PM

Upload IT Packages WF 18 Upload and Test Project 2 Workflow Consumer  Active Data Entry Phase Import Packages Yes 7/6/2016 5:22:11 PM
@ Create Filter

2. Sortorfilter the list to locate the workflow requests assigned to you. See Using Lists for more information.

3. Toreview one of these workflows, click on its name. The Workflow Request page will open for that workflow request,
which you may use to update the workflow request as you complete your assigned task. See Completing Workflow

Requests for details.
Opening the View Assignments By Account Page

The View Assignments By Account page returns a list of all workflow assignments which are currently in progress. You can
find your assignments by filtering the User Name column. Use this page to drill through to the Workflow Request page for
a specific workflow request, where you may update the request as you complete your assigned tasks.

To view a list of your workflow request assignments:

1. Inthe navigation bar, click View Assignments By Account under Work Assignments in the Workflows menu. The
Assignments By Account page opens, listing all active workflow requests.

2. Sortorfilter the User Name column of the list to locate the workflow requests assigned to you. See Using Lists for

more information.

3. Toreview one of these workflows, click on its name. The Workflow Request page will open for that workflow request,

which you may use to update the workflow request as you complete your assigned task. See Completing Workflow
Requests for details.
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Updating a Workflow Request

You can update a workflow request by either completing tasks associated with it, or updating its general information.

Table 5-10 « Methods of Updating a Request

Task Description

Completing a Workflow Step  The tasks that you perform to complete a workflow step vary depending on its type.
You may be prompted to enter information, comments or the time spent on the task,
or alternatively will need to launch a script or custom web page.

Sending Additional Email Add comments and/or additional recipients to email notifications for a workflow step.
Notifications

Rolling Back to a Previous Roll back to a previous workflow step, so that this step (and all subsequent steps) must
Workflow Step be repeated.

Editing a Completed Update the information entered in a data entry step.

Workflow Step

Completing a Workflow Step

When you have finished working on a workflow step and want to mark it as complete, perform the following steps.

Task To complete a workflow request workflow step:

1. Open the Workflow Request page.

[®

Important . Instead of requiring workflow administrators to open the Workflow Request page and locate the current
workflow step, you can set up Workflow Manager so that clicking the provided link in the workflow step notification email

will open the current workflow task. See Enabling the Ability to Open the Current Workflow Task Directly from Notification
Email.

2. Select the current workflow step. One of the following happens, depending on the step type:

V

Tip - You can also optionally add additional email recipients and comments when completing most of these types of
workflow steps, as described in Sending Additional Email Notifications.

® Data Entry—You are prompted to enter data. Enter the data and click Submit.
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Data Entry

Enter or review the data that is submitted as part of this workflow step.
Page 1 of 1
User name -« :
Software requested - :

Business purpose« :

Important « When completing a multi-page data entry workflow step, you are permitted to scroll through all of the
data entry pages before answering the required questions. For more information, see Viewing All Pages of Data
Entry Workflow Step Before Answering “Required” Questions.

Note « Refer to the Web Service Results Dialog Box for information about entering data using a data element of type
Web Service Call.

® Normal—You are prompted to enter the total time spent to complete this workflow step. If you do not enter
anything, zero minutes will be recorded.

Comp!ete Step éE Instructions

Click Complete Step to mark this step as complete and advance the workflow to the next step.
Optionally, you can enter the time spent to complete this step and/or choose to send additional email notifications
regarding this step.

¥ Enter time spent

Enter the time it took to complete this step in either minutes or hours.

Time spent unit:  ““'Hour
‘® Minute

Elapsed time 0

O send additienal email notifications

Complete Step

Note « You can also advance a Normal workflow step by clicking on a link in a notification email; you are not
required to open the Workflow Request page. For more information, see Advancing a “Normal” Workflow Step
Directly From a Notification Email.
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®  Work Assignment—When this workflow step is performed, the workflow administrator is prompted to assign a
users to the listed roles associated with this workflow request. For more information, see Assigning Users to
Workflow Requests.

® Update History—You are prompted to enter information to document this workflow phase.

Update History

Comments:

Additional notifications
When a workflow step is completed, an email notification is sent to pre-configured recipients. To send this email to

additional recipients, enter a list of email addresses (separated by commas). You can also add an extra comment to the body
of the email sent to these recipients.

Additional email recipients
(optional):

Additional email comments
(optional):

®  Script Execution—You are prompted to enter comments and then click Run to launch an operator-specified
executable file.

® Custom Web Page—An operator-specified URL address is opened in a new browser window. You need to follow
the instructions on the custom web page to complete the step.

® Automated Import—A user-specified URL address is opened in a new browser window and Workflow Manager
runs a user-supplied IPlugin assembly that will programmatically import a package that was uploaded in a
previous workflow step into the Application Catalog. After the IPlugin assembly completes, data will be sent back
to Workflow Manager that will automatically mark this step complete and advance the workflow.

® Automated Validation—A user-specified URL address is opened in a new browser window and Workflow
Manager runs a user-supplied IPlugin assembly that will programmatically validate a package that was imported
into the Application Catalog in a previous workflow step. After the IPlugin assembly completes, data will be sent
back to Workflow Manager that will automatically mark this step complete and advance the workflow.

® Automated Conflict Analysis—A user-specified URL address is opened in a new browser window and Workflow
Manager runs a user-supplied IPlugin assembly that will programmatically perform conflict analysis on a package
that was imported into the Application Catalog in a previous workflow step. After the IPlugin assembly
completes, data will be sent back to Workflow Manager that will automatically mark this step complete and
advance the workflow.

® Approval Task—The Approval Dialog Box opens, prompting you to approve this workflow step. For more
information, see Completing an Approval Type Workflow Step.
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® Allocate Software License —You are prompted to click an Allocate button to allocate a computer or end-user
(as specified in an earlier step) to a software license.

® Deallocate Software License—You are prompted to click a Deallocate button to deallocate a computer or end-
user from a software license.

® Custom Automated Task—Allows you to run your own custom code using the iPlugin infrastructure and advance
the workflow to the next step, all without manual intervention. See Defining a Custom Automated Task Workflow
Step for detailed information.

3. Once completed, the workflow step is displayed with a green check mark and the next step becomes active.

2. Rationalize

0 Review Documentation Rollback O

Updated on 9/12/2015 12:32:50 PM
By admin@company.com.

® Verify Application is Licensed and Approved

Viewing All Pages of Data Entry Workflow Step Before Answering “Required” Questions

154

When a workflow request collects data in the first workflow step or in subsequent workflow steps, sometimes the user
needs to answer questions on multiple pages (each defined in a separate data group) before submitting the data to
complete the step. Some of these pages may include questions specified as required.

The user can click Next to scroll through all of the pages in a data entry workflow step even if required questions on one or
more pages have not been answered.

When the user clicks Submit on the last data entry page, if there are any unanswered “required” questions, an error
message will appear, listing the questions that need to be answered. The user can then click the page name to return to
that page and answer those questions.
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Enter or review the data that is submitted as part of this workflow step.

Page 5 of 5 Application Media
Upload Application Media : Upload Workflow files...

Upload Required Dependencies : Upload dependency files...

0 Error: All required questions are not answered!

Click on page name to respond to unanswered questions.

Required Application Data
* Application Vendor
* Application Type

» Application Version

Required Department Information
& Select Division / Department

® Provide OS Service Pack

Supplementary Application Data
» Specific Application Settings - Please List

Previous Submit

Figure 5-23: Error Message Listing Unanswered “Required” Questions on Submit Page

“Skip Required Entries for Now” Option

Regarding postponing the answering of required questions, you have two options:

Chapter5 Using Workflow Manager
Completing Workflow Requests

® Userisrequired to select the “Skip required entries for now” option—You can configure Workflow Manager so that
the user is required to select the Skip required entries for now option in order to be able to proceed to the next page

when required questions have not been answered.
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Data Entry

1 Application Request Enter or review the data that is submitted as part of this workflow step.

Review

Page 2 of 5: Required Department Information
@ Review Application Request Select Division / Department » : v Required

Select Department OS:  windows Vista -
Windows 7

Windows 8
Windows 10

Provide OS Service Pack- : Required

Division / Department Manager :

| I skip required entries for now. |

Figure 5-24: “Skip required entries for now” Option

® Automatically enable ability to skip required entries—You can configure Workflow Manager so that the Skip
required entries for now option is not displayed, and the user is automatically permitted to proceed to the next page
of questions even though “required” questions remain unanswered.

The SkipRequiredElements setting in the appSettings section of the web. config file determines whether or not the Skip
required entries for now option is displayed. For more information, see Display of “Skip Required Entries for Now”
Option.

Completing an Approval Type Workflow Step

156

There are two ways to take action on an Approval Type workflow step:
®  Onthe Workflow Request Page

® Froman Email

On the Workflow Request Page

When you open the Workflow Request page and click on the hyperlinked name of a workflow step with the Step Type of
Approval Type, the Approval Dialog Box opens, prompting you to approve this workflow step.

If you are one of users listed in the Approver column of an active Level, or if you belong to a group or role that is listed, you
can click Approve or Reject to take action on this workflow step.

Whether a workflow step advances when you take action depends upon the Approval Type of the workflow step:

® Linear—Approvals need to take place sequentially, one after the other, according to assigned Level.
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® |fthereis more than one user assigned to a level, then everyone in that level must approve the workflow step
before it can proceed to the next level of approvers, but they can approve it in any order.

® [fan LDAP group or a role is specified as the Approver, everyone in that group/role has to approve the workflow
step before it can proceed to the next level, but the members of that group/role can approve it in any order.

® Pool—Only one approver is required, even if multiple approvers are listed. Anyone (or any member of a listed group/
role) can approve the workflow step. The Level field is ignored.

® Linear In Pool—Approvals need to take place sequentially, one after the other, according to assigned Level, but if
there is more than one user assigned to a level or if there is a group assigned to a level, only one user of the assigned
users (or only one member of the group/role) needs to approve it.

®  Parallel—All listed users (and all users in listed groups/roles) must approve the workflow step before it can proceed,
but not in any specific order. The Level field is ignored.

From an Email

When a workflow step with a Step Type of Approval Type becomes the current step, the users defined as approvers on the
step, or users belonging to a group or role that is defined as an approver on the step, are informed via email that they need
to approve this task. Therefore, instead of opening the Workflow Request page and clicking on the name of the workflow

step to open the Approval dialog box, they can instead click the Approve or Reject buttons in their notification email.

Workflow Manager
Approval Task Notification

Application Name: Photoshop CS5

Approval Workflow Step:  Review,/Send For Approval

Click Approve cor Reject to either approve or reject this workflow step.

Approve Reject

Click Workflow Progress to view the workflow progress for this application
Workflow Progress
Figure 5-25: Approval Task Notification Email
You would then receive a message stating that your action was either successful or unsuccessful.

Successful Action

When you click Approve or Reject, you will receive a message stating that your action was successfully submitted.

Unsuccessful Action

In certain situations, your action would not be successfully submitted because of one of the following reasons.

® Approval/rejection action has already been taken—Either you or someone else who has been defined as an
approver at the appropriate level has already taken action on this step.
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®  Workflow step no longer active—This approval workflow step is no longer the current step, possibly due to a
rollback.

® Workflow has been deleted—After the approval email was sent to you, the workflow was deleted.

Enabling the Ability to Open the Current Workflow Task Directly from Notification Email

When a workflow step is assigned to a user, an email is sent to alert him. For workflow steps with a Step Type of Normal,
Work Assignment, and Update History, you can configure Workflow Manager so that the assigned user can click a link in
the notification email to directly open the web page containing the detail of the assigned workflow step, rather than
opening the Workflow Request page first. This is especially helpful for approval steps.

After the user marks the workflow step complete, he will be prompted to choose whether he wants to close the page or
proceed to the Workflow Request page.

To enable this option, perform the following steps:

Task To enable ability to open workflow task from notification email:
1. Open the wwwroot directory of the Workflow Manager installation and open web. configin a text editor.
2. Locate the OpenCurrentWFStepFromEmail portion of this file:
<add key="OpenCurrentWFStepFromEmail" value="@"></add>

3. Toenable the opening of the current workflow step from the link in the notification email, change the value of this
entry to 1. By default, it is set to @.

Note « If Workflow Manager is set up to use domain account or single-sign on authentication, users will be automatically

logged in when they click the link in the notification email, and no login page will open. However, if account login is being
used, the user will be prompted to log in before the workflow step detail page will open.

Advancing a “Normal” Workflow Step Directly From a Notification Email

When a workflow step with a Step Type of Normal becomes the current step, if you have enabled email notification (as
described in Assigning Permissions and Notification Settings on a Workflow Template), the following Normal Step
Notification email will be sent to all users belonging to roles assigned to this step to inform them that they need to
complete this task.
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Workflow Manager
Normal Step Notification

Microsoft Expression

Application Name: Blend

Application Request
Review/Analyze
Portfolio for
Application

Workflow Step:

Click on Advance Workflow toc complete this "normal step” and advance the workflow.

Advance Woarkflow

Click Workflow Progress to view the workflow progress for this application.

Waorkflow Progress.

Figure 5-26: Normal Step Notification Email

This email provides them with two options:
® Advance Workflow—Click to mark the workflow step as complete.
® Workflow Progress—Click to open the Workflow Request page of this workflow request.

Therefore, instead of opening the Workflow Request page and clicking on the name of the workflow step to open the Step
Completion dialog box, they can instead click the Advance Workflow button in their notification email.

Sending Additional Email Notifications

When completing a workflow step, you can choose to send additional custom email notifications to individuals that you
specify. These email notifications will be sent in addition to those already configured to be automatically sent.

You can also choose to add additional comments to the email notifications that are automatically sent.

Task To send additional email notifications:
1. Open the Workflow Request page.

2. Click on the workflow step name. The workflow step details are displayed.

w

Fillin the information required to complete the step.

4. Select the Send additional email notifications option.

Workflow Manager 2019 User Guide WFM-2019-UG00 159



Chapter 5 Using Workflow Manager
Completing Workflow Requests

[¥) send additional email notifications

Comments (required):

When a step is completed, email notification is sent to pre-configured recipients. You can have this email sent
to additional recipients or include your comments to be included in the notification email.

Additional email recipients
(optional):

Additional email comments
(optional):

5. Inthe Comments field, enter comments that will be added to text that is already sent from the standard email
template.

6. Inthe Additional email recipients field, enter email addresses of individuals who are not already configured to
receive email notifications on this workflow step. If you enter more than one email address, separate them using a
semi-colon.

7. Inthe Additional email comments field, enter comments that will be sent only to the individuals listed in the
Additional email recipients field.

8. Click Complete Step.

Rolling Back to a Previous Workflow Step

As you progress through a workflow, you may find that circumstances change, and you need to roll back to an earlier
workflow step.

KK
|

Task To roll back a workflow request:

1. Open a workflow request’s Workflow Request page as described in Opening a Workflow Request’s Workflow Request
Page.

2. Click the Rollback button next to the name of the workflow step you want to roll back to.

0 Test for OS Compatibility Rollback ¥®

Updated on 9/12/2015 1:02:54 PM
By admin@company.com.

The Rollback Step dialog box opens.
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Rollback Step x

Rollback reason

Enter the reason for rolling back the progress of this workflow request.

A Rollback will undo all items following and including the selected item.

Additional notifications

When a workflow step is rolled back, an email notification is sent to pre-configured recipients.
To also send an email to additional recipients, enter a comma-separated list of email
addresses and any comments that you want to include.

Additional email recipients (optional):

Additional email comments (Optional):

Rollback

Note - Ifyou perform a rollback, all of the data associated with the selected workflow step and all subsequent steps is
removed, and all of those steps must be repeated. It is not possible to roll back to the initial data entry step, so you will
not see a Rollback button if you click on the name of this workflow step. It is also not possible to roll back to an Allocate
Software License or Deallocate Software License step.

0

Tip - If you do not have permission to edit a step, you will be unable to perform a rollback. See Workflow Manager
Permissions for details.

3. Indicate the reason for the rollback in the appropriate text field, and also specify the email address of any additional
people who need to be notified in the Additional email recipients field. If you want to customize the message sent to
these additional people, enter your extra text in the Additional email comments field.

Note - Ifyou enter more than one email address in the Additional email recipients field, separate them using a semi-
colon.

4. Click the Rollback button.
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When rolling back and repeating typical workflow steps, Workflow Manager keeps a running total of the time spent on each
attempt. This time is usually recorded when submitting a workflow step, in the Time spent field. If you a submit a workflow
step for a second time, a new text box, named Additional time spent, appears. This allows you to record any extra time
that you spend on the task, above and beyond the time entered in the Initial time spent field.

¥ Enter time spent

Enter the time it took to complete this step in either minutes or hours.

Time spent unit: 'Hour
®Minute

Initial time spent: '45

Additional time spent:

Figure 5-27: Additional Time Spent Field

Editing a Completed Workflow Step

In most instances, if a workflow step has a data group associated with it, you can go back and edit the data you supplied for
that workflow step when it was submitted without rolling back. In other cases, it might be necessary to roll back to that
workflow step before you will be allowed to update your information. See Rolling Back to a Previous Workflow Step for
more information.

To update a previously completed workflow step (after rolling back to it, if required), you will need to select the workflow
step name on the Progress tab of the Workflow Request page.

Please note the following regarding editing previously submitted workflow data:

® Can edit all submitted data throughout the workflow—You can update data collected during any data collection
step (including the initial submission step), as well as generic supplementary information entered while completing a
step (like the time taken or comments made).

® Cannot edit branching data—If a workflow step includes a data item used to make a branching decision (that is, the
data entered in that data item decides which course the workflow will follow), that data item will not be updatable.
You will need to roll back to the workflow step to edit that data item.

® Data editing information is logged—Every time you edit a data item on a completed workflow step, the change is
logged in the Workflow Manager database for auditing purposes, and this change history, along with rollback
information, appears on the Workflow Report.

® Comments are required—If you update previously submitted data, you are required to add a comment indicating the
reason for the change.

® Triggers email notification—Updating previously submitted data may cause an email notification to be sent to the
people specified on the workflow template’s Notifications tabs. See Assigning Permissions and Notification Settings
on a Workflow Template for more information.

® Cannot update software allocation/deallocation data—You cannot update Allocate Software License and
Deallocate Software License steps. Once such steps are completed, clicking the step name opens the Allocate
Software To Computer or Deallocate Software From User/Computer dialogs in read-only mode. You can review the
details of the allocation or deallocation, but cannot make any changes.

For information about editing a completed workflow step, see the following topics:
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Editing Data Collected During Initial Workflow Step

Editing Data Collected During Data Entry Steps

Editing Time Spent Information for Normal Workflow Steps
Editing Update History Workflow Steps

Editing Work Assignment Workflow Steps

Relaunching Script Execution and Custom Web Page Workflow Steps

Editing Data Collected During Initial Workflow Step

You can modify all of the initial data you provided when a workflow request is submitted, except when a data item is used
to determine workflow branching.

Task To update data collected during the initial workflow step:

1. Open a workflow request’s Workflow Request page as described in Opening a Workflow Request’s Workflow Request
Page.

2. Click on the name of the initial workflow step. The first data submission screen opens, providing you with a read-only
view of the data that was initially submitted, along with an Update Data button.

3. Click Update Data. A dialog box opens, prompting you to explain why you need to update the information.

4. Enterthe reason for the change, along with any desired additional email recipients and additional email messages,
and then click Continue Edit to close the dialog box and return to the Progress tab. All of the data fields (except those
used in branching) will now be editable.

Note - Data fields that are used for branching are read-only and labeled Rollback to edit this data item.

5. Proceed through all the data submission screens, making any desired updates.

6. Onthe last data submission screen, click the Update button to save your changes.

7. Click the Return to workflow hyperlink to return to the Progress tab.

Editing Data Collected During Data Entry Steps

You can also update any data that was entered as part of any later workflow step.

Task To update data collected during later workflow steps:

1.

Open a workflow request’s Workflow Request page as described in Opening a Workflow Request’s Workflow Request
Page.

Click the name of a previously submitted workflow step which contains data that you want to edit. The data entry
fields associated with that step are displayed, as well as an Update Step button.
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3. Update the data as required. You can also edit the Enter Time Spent field.

4. Enterareason for the changes in the Comments text box and click Update Step. You are returned to the Workflow
Request page, and the workflow step that you just edited is still marked as complete.

Editing Time Spent Information for Normal Workflow Steps

You can update the time that was spent completing a Normal workflow step without rolling back to that step.

Task To update time spent completing Normal workflow steps:

1. Open a workflow request’s Workflow Request page as described in Opening a Workflow Request’s Workflow Request
Page.

2. Click the name of the Normal workflow step you want to update. The step completion area opens, displaying an
Update Step button.

3. Click Enter time spent. The time entry fields are available to record the amount of time spent completing this task.
The Initial time spent field displays the value you entered in the Total time spent text box when you first submitted
the step, while the Additional time spent field can be used to record any extra elapsed time.

4. Update the Additional time spent field as required.

Note - Workflow Manager keeps a running total of the amount of time entered initially in the Total time spent field and

time entered later, when updating or rolling back a workflow step.

5. Optionally, select Send additional email notifications and then, in the Comments text box, enter a description of
why the task took longer than originally specified.

6. Click Update Step. The workflow step you just updated is still marked as complete.

Editing Update History Workflow Steps

You can modify the comments were entered in the Update History dialog box for workflow steps of type Update History
without rolling back to that step.

Task To update comments on Update History workflow steps:

1. Open a workflow request’s Workflow Request page as described in Opening a Workflow Request’s Workflow Request
Page.

2. Click the name of the Update History workflow step which you want to update. The step completion area for that step
opens.

3. Editthe textin the Comments text box and click Update Step. The workflow step that you just edited is still marked
complete.
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Editing Work Assignment Workflow Steps

If you are a workflow consumer, you can update the work assignments that were made when completing a workflow step
of type Work Assignment without rolling back to that step.

Task To update Work Assignment steps:

1. Ifyou are a workflow administrator, open a workflow request’s Workflow Request page as described in Opening a
Workflow Request’s Workflow Request Page.

2. Click the name of the Work Assignment workflow step you want to modify. The step completion area for that
workflow step opens.

3. Update the set of people assigned to this workflow. See Assigning Users to Workflow Requests for more information
about the work assignment list.

4. Click the Update Step button once you are done. The workflow step that you just updated is still marked as complete.

Relaunching Script Execution and Custom Web Page Workflow Steps

You can relaunch a script or a custom web page associated with Script Execution or Custom Web Page workflow steps
without rolling back to those steps.

Task To relaunch Script Execution and Custom Web Page workflow steps:
1. Open aworkflow request’s Workflow Request page as described in Opening a Workflow Request’s Workflow Request
Page.
2. Click on the name of the Script Execution or Custom Web Page workflow step that you want to relaunch. The custom
web page or script are passed a parameter which launches it in edit mode, if it is configured to do so.
3. Complete the script or web page as instructed. Once done, the workflow step that you just edited is still marked as

complete.

Working With Issues

You can create three types of issues for a workflow request:

Knowledge Base—A Knowledge Base issue is used to share information with people in a discussion board forum. You
would create a Knowledge Base issue when you want to post an issue on the Issues tab, but do not want to notify
anyone via email.

Email—An Email issue is used for issues that you do not consider critical, but which require that people associated
with this project be notified.

Critical—A Critical issue is used to stop all work on a workflow request until the issue is resolved.

This section contains information on the following tasks:

Creating a New Issue

Uploading Files to an Issue
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® Responding to or Closing an Issue

Creating a New Issue

e

Task

166

You create new issues on the Issues tab of a workflow request’s Workflow Request page.

To create a new issue:

1. Open aworkflow request’s Workflow Request page as described in Opening a Workflow Request’s Workflow Request
Page, and then select the Issues tab.

2. Click the Create New button. An issue details area appears above the list of existing issues.

* Issue message text

* lssue title:

Issue type: E-mail )
Issue due date Select Date =
* Owner:

Assign User

3. IntheIssue title box, enter a short description for the issue so it can be readily identified in lists.

4. IntheIssue message text field, provide enough information to describe or reproduce the issue.

5. Select an Issue type from the list. You may choose one of the following:

Knowledge Base— Choose this option if you want to post this issue on the Issues tab but do not want to notify
anyone by email. A Knowledge Base issue is used to share information between several people in a discussion
board forum. Other people must open the Issues tab for the workflow request in order to read the issue, and any
responses made are listed below the original issue.

E-mail—Use the E-mail type for issues that you do not consider critical, but which require that people associated
with the project be notified. Such issues appear on the Issues tab once they are raised, and also notification
emails are sent to every person belonging to a role with the Issue Submitted right turned on for the project.

Critical—Use this option if you want to stop all work on this workflow request until the issue is resolved.
Whenever a workflow request has an open Critical issue, the request becomes read-only until the issue is
resolved. Only people with the right to edit workflows will be able to raise or close critical issues. When a critical
issue is open, the following conditions apply:

® ThenoteOpen Critical issue present in Workflowappears near the top of the Issues tab

® Thenote The Workflow is READ-ONLY because of Critical issues appears atthe top of the Progress
tab.
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® Everytimea person opens the Issues tab of a workflow request with an open Criticaliissue, the Issue Details
section automatically appears below the list of issues, showing you the details of the critical issue.

Note « The amount of time taken to close a critical issue is tracked and listed on the Workflow Report.

6. Usethe calendaricon next to the Issue due date field to choose a target due date for issue.

7. Specify someone as the owner of this Issue by clicking the Assign User button and selecting an account from the list.
Refer to Searching for Accounts for more information about finding an appropriate account.

8. Click the Save button to create the issue. The issue is raised and automatically included in the list on the Issues tab.
Any other actions that need to be taken, as described above, are also completed at this time.

Uploading Files to an Issue

You can upload and attach a file to an issue on any of the pages available on the Issues menu or on the Issues tab for a
workflow request.

To upload a file to an issue dialog:

1. Onone of the pages on the Issues menu or on the Issues tab of a workflow request, click Attach File in the Attach File
column next to an issue.

@ Properties Notifications & Related Workflows , Issues & Uploaded Files & Downloadable Files
: !

[ imeste |vewropoos | stote|imetpe  omeate |crmityJower | e et smern | tpseone [ rirene |

Purchase order - 9/12/2015 - - 9/17/2015
requires E-mail s admin@company.com  repackager@servicercom ¢ Closed

Hardware § 9/12/2015 . . 9/16/2015
’»mamw" View/Respond  Attach File E-mail 75807 PM sdmin@companycom  admin@companycom gy New
L

Management

§ 9/12/2015 . . 9/15/2015
approval View/Respond  Attach File E-mail 50908 M admin@company.com pm@servicer.com sooooam N

required

The File Upload dialog box opens.

File Upload

Click Browse, to select a file, and then click Upload.
You can upload multiple files.

Drop file(s) here Browse...
Upload

FileZilla_3.2.4.1_win32-setup.appv Remave
UltraEdit_Softwareld. mst Remave
UltraEdit.msi Remove

Close
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2.

Click the Browse button. The standard system file upload dialog opens, allowing you to choose the file you wish to
upload. After you select the file, it will be added to the list. At this stage, the file has not yet been uploaded.

Repeat if you wish to upload multiple files.

0

Tip « Ifyou change your mind, click the Remove button to remove a file you have added to the list.

Click Upload to upload your file(s). The files are uploaded, and a confirmation dialog appears once the upload is
finished.

Note - You can upload files of any size without causing a timeout error. When uploading a file, Workflow Manager

streams the data into a disk file instead of receiving the entire upload request in memory, so the only limitation to file size
would be the amount of free disk space at the location of the uploaded files.

Responding to or Closing an Issue

168

If you take action on an issue raised by someone else, you may respond to that issue, indicating what work has been done.
Once that person is satisfied that the issue has been resolved, they may close their issue. To respond to or close an issue,
do the following:

To respond to or close an issue:

1.

Open a workflow request’s Workflow Request page as described in Opening a Workflow Request’s Workflow Request
Page, and select the Issues tab.

Locate the issue you want to respond to or close in the list of issues. For details about sorting or filtering the issues list,
see Using Lists.

Click the View/Respond hyperlink in the View/respond column of the chosen issue. An issue details area opens for
your issue, along with a Respond and Close Issue button.

Issue title: Manzagement approval required
Workflow name: Skype
Issue type: E-mail
Issue date: 9/12/205 8:00:09 PM
Issue due date: 9/15/2015 5:00:00 AM
Owner: pm@servicer.com
Created by: admin@company.com
Status: New

Issue message text: VP must approve this before purchase.

5| 152 1S5LIE
Respond Close Issue
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Tip - Ifthere have been other responses to an issue, these are all listed below the main issue in a hierarchy. You may
need to click the + next to an issue (or response) name to see all child responses, if the list is not expanded. To respond to
someone else’s response, simply click the View/Respond hyperlink associated with that response.

4. Do one of the following:

® Torespond to the issue, click Respond, and enter your message in the Response text box which appears. Click

Save to post your response.

Issue title:
Workflow name:
Issue type:
Issue date:
Issue due date:
Cwner:

Created by:
Status:

Issue message text:

* lssue title:

* Response:

Issue due date:

* Owner:

Cancel

Manzagement approval required
Skype

E-mail

9/12/2015 8:00:09 PM
9/15/2015 5:00:00 AM
pm@servicer.com
admin@company.com

Mew

VP must approve this before purchase.

Re:Management approval required

| agree.

9/15/2015 ==z}

pm@servicer.com
Assign User

The response will appear below the issue or response you are responding to in the issues list, with issue type

Response.
B Management - ) ; 9/12/2015
approval required View/Respond Attach Filz E-mail £:00:09 PM
Re:Management
- . : 9/12/2015
appr?val View/Respond Attach File Response 81425 PM
required

admin@company.com

admin@company.com

® Toclose theissue, click the Close Issue button. The issue is closed, and its status is automatically updated in the

issues list.

Note - Aworkflow administrator cannot close an issue that was created by a workflow consumer, and vice versa.
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Note « The Close Issue button is not displayed for responses to issues. To close a response, you must close the
original item; doing so automatically closes all responses.

Associating Files with a Workflow Request

Files are associated with workflow requests in two ways:

® Downloadable Files tab—The files listed on the Downloadable Files tab of the Workflow Request page have been
associated with this workflow request in one of two ways:

® Arequester completed a step that collected a data that was defined with a Data Type of Downloadable File
Upload.

® Anadministrator copied a file directly to the Workflow Manager Downloadable Files Directory.
See Viewing Files Uploaded to the File Share Location.

® Documents tab—Users with permission to upload files to the Workflow Manager database can upload files by clicking
Upload on the Documents tab of the Workflow Request page. See Adding and Viewing Documents on the
Documents Tab.

Adding and Viewing Documents on the Documents Tab

On the Documents tab of the Workflow Request page, you can access documents that are stored in the Workflow
Manager database, and upload documents to store in the database.

Documents attached to a workflow request on the Downloadable Files tab are stored in an external directory on the
Workflow Manager file server that was set up by the Workflow Manager administrator, and includes the documents that are
added when a user completes a workflow step that collects a data element with the data type of Downloadable File
Upload.

However, documents such as draft contracts, addenda, ratings of vendors responding to RFPs, etc. need to be more
securely stored than on a file server. Historical versions of each document, especially contracts, need to be recorded.
Documents stored using the Documents tab are securely stored in the Workflow Manager database and document
versioning is available.

On the Documents tab, you can perform the following tasks:

® Uploading a New File to the Documents Tab

® Uploading a New Version of an Existing File to the Documents Tab
® Viewing a File on the Documents Tab

® Viewing a Previous Version of a File on the Documents Tab

Uploading a New File to the Documents Tab

To upload a new file to the Documents tab, perform the following steps:
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-
Task To upload a new file to the Documents tab:
1. Open the Workflow Request page as described in Opening a Workflow Request’s Workflow Request Page.
2. Click the Documents tab. A list of all of this workflow request’s managed documents is displayed, if any.
Matifications £+ Related Workflows i Uploaded Files & Downloadable Files @ Documents
File Wersion Uploaded By Uploaded Date
Mo data to display
3. Click the Upload document button in the toolbar:
* Progress @ Properties
# Mame ize
An upload fields area appears above the right side of the list.
Uploaded Files & Downloadable Files @ Dacuments
L p load
Uploaded Date
4. Click Browse and select a file to upload. The file name is now listed in the Select a file box.
5. Click Upload. The file is uploaded and now appears in the list.
Note « Ifyou attempt to upload a file with the same name as an existing file, you will receive an error message stating
that the file already exists.
Uploading a New Version of an Existing File to the Documents Tab
To upload a new version of an existing file to the Documents tab, perform the following steps:
-
Task To upload a new version of an existing to the Documents tab:

1. Open the Workflow Request page as described in Opening a Workflow Request’s Workflow Request Page.
2. Click the Documents tab. A list of all of this workflow request’s managed documents is displayed.

3. Select the file for which you want to upload a new version.
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4. Click the Upload document button in the toolbar:

Mame [ olaad dacument [IZ2

An upload fields area appears above the right side of the list, and, because you had an existing file selected, the
Upload New version for selected option appears.

aa Uploaded Files & Downloadahle Files £ Documents

Select afile.. =}

Upload

5. Select the Upload New version for selected option.
6. Click Browse and select a file to upload. The file name is now listed in the Select a file box.

7. Click Upload. The file is uploaded and now appears in the list on the Documents tab, and the File Version of the
selected file is incremented by 1.

# Marme Size File ‘ersian

O WEMUpdater.log 380,58 KB 1

O Todott 111 KB 2

Note « The file you upload will be saved as a new version of the selected file, even if it does not have the exact same

name.

Viewing a File on the Documents Tab

To view a document on the Documents tab, perform the following steps:

Task To view a file on the Documents tab:
1. Open the Workflow Request page as described in Opening a Workflow Request’s Workflow Request Page.
2. Click the Documents tab. A list of all of this workflow request’s managed documents is displayed.

3. Select the file that you want to view and click the Download button in the toolbar.
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4. Take the appropriate action required by your browser to open and view the file. You may be prompted to open itin an

appropriate application or save it to your local drive.

Viewing a Previous Version of a File on the Documents Tab

To view a previous version of a document on the Documents tab, perform the following steps:

Task To view a previous version of a file on the Documents tab:

1. Open the Workflow Request page, as described in Opening a Workflow Request’s Workflow Request Page.

2. Click the Documents tab. A list of all of this workflow request’s managed documents is displayed.

3. Select the file that you want to view a previous version of.

4. Inthetoolbar, click the View Previous Versions button.

WEMUpdater.log

Todo. bt

The Document history area opens.

Document history
* MName File Wersion Uploaded By

O Todobd 1 admin@company.com

O Todobd 2 admin@company.com

Uploaded Date
9712/2015 10:28:44 AM
971242015 10:36:55 AM

5. Inthe Document history area, select the file that you want to view and click the Download button in the toolbar.

6. Take the appropriate action required by your browser to open and view the file. You may be prompted to open it in an

appropriate application or save it to your local drive.
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Viewing Files Uploaded to the File Share Location

KK
|

Task

The files listed on the Downloadable Files tab have been associated with this workflow request in one of two ways:
® Arequester completed a step that collected a data that was defined with a Data Type of Downloadable File Upload.
® Anadministrator copied a file directly to the Workflow Manager Downloadable Files Directory.

To view files that were uploaded during the completion of a workflow step, perform the following steps:

To view a workflow request's uploaded files:
1. Open the Workflow Request page, as described in Opening a Workflow Request’s Workflow Request Page.

2. Click the Downloadable Files tab to display a list of any and all uploaded files for the workflow request.

WO f|<ﬂ OW Req UeSJ[ Adobe Dreamweaver (WF 1)

Project: Prgject Starting 9/12/2015

Naotifications 52 Related Workflows SSUES & Uploaded Files st Downloadable Files B Documents

The Downloadable Files tab lists files that have been moved to the Workflow Manager Downloadable Files directory in one of two ways:

« Arequester completed a step that collected 3 data element that was defined with a data type of Downloadable File Upload,
« Anadministrator copied a file directly to the Workflow Manager Downloadable Files directory,

You can download any of these files by dicking the link in the Download column,

2 results returned 20 ¥ rowws per page i ™ =T Enter search tesxt

Download Client File Path Server File Mame Upload Date File Size
WEMBradBury2015Training.ppte: A, WEMEBradBury2015Training.pptx 9/12/2015 11:05:43 AM 111830
WFMLogo_Loginlpng M, WEMLogo_Loginl.phg 9/12/2015 11:1m52 Ak 4772

3. Toview an uploaded file, click the file name in the Download column.

Location of the Downloadable Files Directory

The location of the downloadable files directory for a workflow request is, by default, in a workflow-request-specific
subfolder of the following location (assuming that Workflow Manager was installed on the C:\ drive):

C:\AdminStudioWebComponents_2019\SHAREPATH

This location is specified on the Configuration Settings: Network Share panel of the AdminStudio Configuration Wizard.
For more information, see the Workflow Manager Installation Guide.

Linking Related Workflow Requests

174

Workflow Administrators can use the Related Workflows tab of the Workflow Request page to link workflow requests
together or to remove links. By linking related workflow requests to each other, you can track related requests by easily
navigating to the Workflow Request page of these related requests, performing searches, and producing reports that use
this information.

Linking a New Workflow Request

To link a new workflow request, perform the following steps.
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Task To link a new workflow request:
1. Open the Workflow Request page of the request that you want to link other requests to.
2. Open the Related Workflows tab.

3. Click Add Related Workflows. A list of available workflows appears above the Add Related Workflows button.

Related Workflows

3 results returned 20 v rows per page i D | — Y
[ Workflow name ~| Workflow number || Company name '~ Project name [+] Status || Projectstatus |~ Workflow phase (-]
[0 Adobe FrameMaker CC 13 Workflow Consumer Project Starting 9/8/2015 Active Active Submit Request
of B q!
[0 Adobe Lightroom CC 25 Workflow Consumer Project Starting 9/8/2015 Active Active Submit Request
g il g q!
[0 Microsoft Praject 2016 7 Workflow Consumer Project Starting 9/8/2015 Active Active Submit Request
¥ @ [Project name] Equals ‘Project Starting 9/8/2015' Clear

Oresultreturned 20 v rows per page ¥ oDIN=EY

2 Workflow name [~ Workflow number |-| Company name [~| Project name |- Status |- Project status [~] Workflow phase -]
No data to display

@ Create Filter

Delete Workflow Links

4. Select the requests that you want to link to the current request and click Add. The list closes and the requests that you
had selected are then listed on the current request's Related Workflows list.

@ Properties B Notifications _ m aha Uploaded Files & Downloadable Files Documents

Related Workflows
Add Related Workflows

2 results returned 20 ¥ rows per page i D | = T

[] Workflowname |~ Workflow number |~| Company name || Project name. || Status | Projectstatus |~| Workflow phase (-]

[0 Adobe FrameMaker CC 13 Workflow Consumer Project Starting 9/8/2015 Active Active Submit Request

[ adobe Lightroom CC 25 Workflow Consumer Project Starting 9/8/2015 Active Active Submit Request
@ Create Filter

Delete Workflow Links

Unlinking a Workflow Request

To unlink a related workflow request, perform the following steps.
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Open the Workflow Request page of the request that you want to unlink a workflow request from.

Select the check box to the left of the workflow request(s) that you want to unlink.

Task To unlink a related workflow request:
1.
2. Open the Related Workflows tab.
3.
4.

Performing Administrative Tasks

Click the Delete Workflow Links button and agree to the confirmation message. The workflow requests you selected
are unlinked from the current workflow, and automatically removed from the list on the Related Workflows tab.

When a workflow administrator that is assigned to the appropriate roles logs in to Workflow Manager, the Administration

menu appears in their navigation bar, which provides links to perform Workflow Manager administrative tasks.

Administrative tasks are grouped into the following categories:

Managing Companies

Managing Projects

Managing Workflow Templates
Managing Approval Templates
Setting Up Automatic Work Assignment
Managing Email Notifications
Managing Email Templates
Managing SLA Settings

Managing Workflow Status Values
Managing Workflow Families
Managing External Data Sources
Managing External Web Services

Performing Configuration Tasks

Integrating AdminStudio and Workflow Manager

Managing Companies

There are two main categories of people using Workflow Manager

Workflow consumers, who submit workflow requests.

Workflow administrators, who create workflow templates and perform tasks to complete workflow requests.

These categories are referred to as companies. A workflow administrator can do work for multiple workflow consumer

companies. Each time a workflow administrator company starts work for a new consumer, a new workflow consumer
company needs to be created.
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Workflow Manager accounts are associated with one company, as are templates, projects, and workflow requests. A
consumer can only see review workflow requests associated with their company, but a consumer can see information for
workflow requests submitted by all of their consumer companies.

By default, two companies are provided with Workflow Manager: the Workflow Consumer company and the Workflow
Administrator company.

Information on managing Workflow Manager companies includes the following topics:
® Creating a New Company
® Viewingor Changing an Existing Company

® Deleting an Existing Company

Creating a New Company

By default, two companies are provided with Workflow Manager: the Workflow Consumer company and the Workflow
Administrator company. If required, you may create extra consumer companies to model the structure of your
organization.

For some enterprises, consumer companies may be departments within their corporation, while the administrator
companies may include the IT and finance departments, who typically approve and act upon requests.

V

Tip « You can only create a workflow administrator company if you are logged in using the Super User account, as described
in Create an Administrator Company and System Administrator Account.

KK
|

Task To create a new company:

1. Inthe navigation bar, click Companies in the Administration menu. The Company/Business Unit Administration
page appears.

2. Click the Add button. The Company/Business Unit Details page opens.

Company/Business Unit Details

Enter or edit information and click Save.

* Companyy/Business Unit Name:
Company ID:
Location:

My Page URL:

3. Enterthe details of your new consumer company, as described in Company/Business Unit Details Page.

™
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4. Click the Save button. The new company now appears in the list on the Company/Business Unit Administration
page.

Viewing or Changing an Existing Company

You may view the details of any company listed on the Company/Business Unit Administration page. The details you see
will vary depending on whether you are looking at a workflow administrator or consumer company.

XXy
|

Task To view or update an existing company:

1. Inthe navigation bar, click Companies in the Administration menu. The Company/Business Unit Administration
page appears.

2. Click on the company that you want to edit. The Company/Business Unit Details page opens.

Company/Business Unit Details

Enter or edit information and click Save.

* Company/Business Unit Name: Marketing Department
Company ID: 25

Location: New York

Workflow Families:
Workflow Family Name

Adobe
Cracle

Microsoft

0]
O
O
O
O

Google

Add Family Delete Family

3. View or update the company details as required. See Company/Business Unit Details Page for more information.

4. Click the Save button.

Deleting an Existing Company

You can remove any company in your organization, except for the default Workflow Administrator company. Be aware that
removing a company also removes any workflows, accounts and projects associated with that company.
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Task To delete a company:

1. Inthe navigation bar, click Companies in the Administration menu. The Company/Business Unit Administration
page appears.

2. Click on the company that you want to delete. The Company/Business Unit Details page opens.

3. Click Delete. You are prompted to confirm the deletion.

Tip - The Delete button will be disabled if are viewing the default Workflow Administrator company.

4. Click OK. The Company/Business Unit Details page closes and the company you deleted is no longer listed on the
Company/Business Unit Administration page.

Managing Projects

A project specifies the terms under which a workflow administrator company will complete workflow requests for their
consumer companies. This section contains information on the following tasks:

® Creating a New Project
® Viewing or Changing an Existing Project
® Deleting an Existing Project

® Flagging a Project as Inactive

Creating a New Project

Create projects for sets of workflow requests with the same SLA (service level agreement) conditions. Each project must be
associated with a workflow template, a workflow administrator company and a consumer company. You may also want to
revisit email notification settings, since the default values defined for your project will be applied to each new workflow

request.
Task To create a new project:

1. Inthe navigation bar, click Projects in the Administration menu. The Project Administration page opens.

2. Click Add. The Project Details page opens.
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Project Details

Enter the details about this project.

Save

General Information
Cancel

* Project name: Branching 8/21/2015

Delete

* Company/business unit: Workflow Consumer r

* Workflow request prefix: WF @ General Information

* Template: My Branching Template 2 r
& Project Information

* Consumer contact: user@requester.com
Assign Consumer Contact @ SLA Information
* Administrator contact: pm@servicer.com @ Work Week Information

Assign Administrator Contact

.ﬂ Holiday Information

&" Automatic Work Assignment

0

Tip - The Add button will be disabled if there are only global workflow templates available for your company. Such
templates are identified by the word Global in the Library field of the Template Administration page. Before
proceeding, ensure you have created at least one private template for your company, perhaps by copying an existing
global template if there is one appropriate to your project. See Creating a New Template or Copying a Template for
details.

3. Enterthe details of your new project, as described in Project Details Page. You will need to assign a template, a
consumer company, and a contact from both your workflow administrator company and the consumer company you
have selected. See the following for more information:

4. Click the Save button. The Project Details page closes, and the new project appears in the list on the Project
Administration page.

Note « A project is assigned the permissions and notification settings that were defined in its associated workflow template.

However, you can override a workflow request’s notifications settings on the Workflow Request Notifications Override page,
as described in Overriding Default Email Notification Settings for an Individual Workflow Request.

Viewing or Changing an Existing Project

You may review and update the details of any project listed on the Project Administration page.
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Task To view or update an existing project:
1. Inthe navigation bar, click Projects in the Administration menu. The Project Administration page opens.

2. Click on the name of the project that you want to edit. The Project Details page for that project opens.

Tip - For details about sorting or filtering the project list, see Using Lists.
3. View or update the project details as required. See Project Details Page for more information.

4. Click Save to save your edits.

Deleting an Existing Project

If a project is no longer relevant to your organization, you can choose to delete it. Be aware that deleting a project also
removes all of its associated workflow requests. If you would prefer to keep a record of completed requests for auditing
purposes, you may instead prefer to mark the project as Inactive. Workflow requests cannot be associated with an
Inactive project, but a history of all its workflow requests remains. See Flagging a Project as Inactive for details.

Task To delete an existing project:
1. Inthe navigation bar, click Projects in the Administration menu. The Project Administration page opens.

2. Click on the name of the project that you want to delete. The Project Details page for that project opens.

Tip « For details about sorting or filtering the project list, see Using Lists.
3. Click Delete. You are prompted to confirm the deletion.

4. Click OK. The Project Details page closes, and the project is no longer listed in the Project Administration list.

Flagging a Project as Inactive

Once a project is completed, you may want to mark it as Inactive so that workflow requests can no longer be associated

with it.
Task To mark a project as inactive:

1. Inthe navigation bar, click Projects in the Administration menu. The Project Administration page opens.

2. Click on the name of the project that you want to delete. The Project Details page for that project opens.

Tip - For details about sorting or filtering the project list, see Using Lists.
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Open the Project Information tab.

Set the Status field to Inactive. A message will appear warning you that all workflow requests associated with your
project will also have their status set to Inactive.

Click OK to acknowledge the message.
Click Save. Your modification is saved, and the Project Details page closes.
® |[fthe Status field on the Project Administration page is set to Active, the project will no longer be listed.

® |[f the Status field is set to All, Inactive will be listed in the Status column for this project.

Managing Workflow Templates

This section describes how workflow administrators can create and manage workflow templates.

About Workflow Templates

Creating a New Template

Creating Templates That Use Conditions

Deleting Components of a Workflow Template

Defining Specialized Data Elements, Workflow Phases, and Workflow Steps
Defining Automated AdminStudio Integration Workflow Steps

Selecting the Email Templates to Send at Step Initiation, Completion, Update or Rollback
Assigning Permissions and Notification Settings on a Workflow Template
Previewing a Template

Validating a Template

Viewing the Template Report

Viewing a Summary of the Template

Updating a Template

Editing a Template That is in Use

Copying a Template

Deleting a Template

About Workflow Templates

182

A workflow template is an ordered series of steps that a template administrator creates to define a task, and which other

workflow administrators follow to complete that task. Templates have the following properties:

Comprised of phases and steps—They are comprised of a series of workflow phases, each containing one or more
workflow steps

Projects are associated with one workflow template—Each project is associated with one workflow template (but
templates can be assigned to multiple projects)
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® Request puts workflow into action—When a workflow request is generated for a project, it uses that project’s
workflow template, in effect putting the workflow into action.

Sample Workflow Template

A workflow template typically includes multiple workflow phases, each with one or more workflow steps. In the image
below, showing the Workflow Request page of a software request workflow, there are three phases:

Workflow Phases

1 07¢

Submit Request

3 2]

Allocate Software

Workflow
Overview

Stop Clock o Current step in pregress begun at:
0/8/2015 1:08:30 PM

1. Submit Request

Collecting a o Collect user data Rollback

Data Group Updated on 9/8/2015 1:08:50 P
By admin@company.com.

Collect user data
Complete Step

Click Complete Step to mark this step as complete and advance the workflow to the next step.

Optionally, you can enter the time spent to complete this step and/or choose to send additional e

@ Send reply email [#l Enter time spent

Enter the time it took to complete this step in either minutes or hours.

Time spent unit: ~ “/Hour
®Minute

) Send additional email notifications

Workflow Steps

Complete Step

Figure 5-28: The Elements of a Workflow Template

The first workflow step in the first phase is always a data entry step, requiring the person who submitted the workflow
request to enter relevant supporting information. For example, the consumer might be requested to specify which
application they wish to install and on which of their computers, as well as providing a reason for installation and how soon
they need the installation done. You can also add extra data collection steps later in the workflow, if required.

Template with Conditions and Branching

A Workflow Manager template can employ conditional branching, meaning the workflow phase which is displayed next can
depend on information provided by the consumer. You can also create a template which conditionally shows or hides data
groups, data elements or workflow steps depending on consumer input. When a template includes a phase where a
branching question is collected, that phase is displayed with a yellow background in the Phase navigation area of the
Progress tab of the Workflow Request page:
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1 7o @2 ©

Starting Form Get Approval

Figure 5-29: Phase Which is a Branching Point

Template Library Types: Global, Private, In Use Via Project, and In Use

The state of a workflow template, which is listed in the Library column on the Template Administration page, can be one
of the following:

® Global—Global templates are those installed with Workflow Manager to serve as examples for you to copy and use.
They cannot be modified, and you cannot assign a Global template to a project.

® Private—A Private template is one that a template administrator created, either starting from scratch or by copying
and modifying a Global template. Private templates have not yet been assigned to a project or used to create a
workflow request. You can assign a Private template to a project, and it is fully editable.

® |n Use Via Project—An In Use Via Project template is a Private template that has been assigned to a project, but
which has not yet been used to create any workflow requests. You can update some of the template properties, but
not all. See Editing a Template That is in Use for a description of what can and cannot be edited.

® |nUse—The status of an In Use Via Project template changes to In Use as soon as a workflow request is submitted for
one of the template’s projects. You can update some of the template fields for such templates, but cannot edit others.
See Editing a Template That is in Use for a description of what can and cannot be edited.

Creating a New Template

A workflow template is made up of workflow phases, which themselves are comprised of workflow steps. For a workflow
template to be usable by projects, it must include at least one data group, to be displayed when the workflow request is
first submitted. Each data group represents a screen of questions used to collect data from workflow consumers, and the
questions are defined using the data elements which make up the data group.

The first step of the first phase of a template is always associated with a data group, and this workflow step must be
completed when the workflow request is submitted. However, you can define additional data groups throughout the
workflow to prompt for data collection, and you can use this data for conditional branching—meaning that the workflow
phase that is displayed next can depend on the workflow consumer’s input. See Creating Templates That Use Conditions.

To define a new template, perform the following tasks:
® Create new template—Create a new, empty template, as described in Initiating the Template.

® Create data groups—Create the data groups which will be used to collect information, as described in Creating Data
Groups.

® Create first phase—Create the first workflow phase, which always includes a data collection step, as described in
Creating the First Workflow Phase.

® Create subsequent phases—Create all the other workflow phases, as described in Creating Subsequent Workflow
Phases.
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Initiating the Template

The first step in creating a new template is to click Add on the Template Administration page, and then assign the
template a name, folder, and template type.

Note -« Instead of creating a new template from scratch, you can copy an existing template. See Copying an Existing Template
for more information.

Task To initiate a new template:

1. Inthe navigation bar, click Templates on the Administration menu. The Template Administration page opens.

2. Click the Add button. The Template Details page opens, displaying the Template > Properties subtab.

.
i= Template

Template Properties @® Properties

*Name:

‘s this?
Folder TemplateDocs What's this?

Global template: L Yes

m

3. Enteraunique name for the template in the Name field.

4. Inthe Folder field, enter the name of a directory on the Workflow Manager web server that will contain the Workflow
Manager data help files and instruction files for this template. Specify the directory location relative to the wwwroot
subfolder of the folder in which Workflow Manager is installed. For a typical install, this directory is
C:\AdminStudioWebComponents_2019\TemplateDocs.
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5. Ifyou are creating a template to serve as example for your organization to copy and use, select the Global Template
option. Note that:

®  Global templates cannot be modified directly; they must be copied first.
® Global templates have the word Global listed in the Library column on the Template Administration page.
®  You cannot assign a Global template to a Project.

6. Click the Create button. The Workflow Phases and Data Groups tabs are now activated.

7. Proceed with Creating Data Groups.

Creating Data Groups

The questions that are asked in order to gather information during a workflow are defined as data elements in one or more
template data groups. Each data group represents one screen of questions presented while a workflow is being completed.

Data Groups

User Information Application Information
Marme: - + Application:
Department: — - Vendor:
Data
Elements
Manager; — - Os;
Location: — - Service Pack:

Figure 5-30: Diagram Demonstrating Data Groups and Data Elements

Atemplate must include at least one data group that is collected upon initial submission of a workflow request, but it can
also contain additional data groups, collected later in the workflow.

When you define a data group, you specify when it will be displayed by setting the When collected? option to one of the
following:

® Atinitial submission—The data group will be collected when the workflow request is first submitted.

® Laterinthe workflow—The data group will be available to be collected during any workflow step you define in any of
the phases of this workflow.
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Data Group Details
"Name: Description of expense
*Data type: WorkflowManager Data Type v
*Sort order: 10
When '®IAt initial submission
collected?: \Later in the workflow

Figure 5-31: “When collected?” Option

To define a new data group, do the following:
® Create a new, empty data group, as described in Creating a New Data Group.

® Define the data elements to be displayed in your data group, as described in Defining Data Elements.

Creating a New Data Group

When a workflow request is submitted, each data group is displayed as a new screen of questions, with each question
being represented by a data element. All data elements must belong to a data group.

Task To create a data group:
1. First, create a blank template, as described in Initiating the Template.

2. Before you can define the first phase of this workflow, you need to create a data group that defines the data a
workflow consumer will be asked for after they first submit a workflow request. You may also want to define extra data
groups to collect data later in the workflow. To create a data group, open the Data Groups > Group Details tab of the
Template Details page and click Add > Add a new Data Group.

—

Add a new Data Elemen!!

The Data Group Details view opens.
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Data Group Details

*Name:
*Data type: WorkflowManager Data Type v
*Sort order: 10
When (® At initial submission
collected?: \“Later in the workflow

Data group condition

Define Condition

Create Delete

Tip - Because this is the first data group in the template, the Data Group Details view is open by default.
3. Inthe Name field, enter a name to identify this group of questions.

4. From the Data type list, select one of the following:

Data Type Description

Workflow Manager Data If this is a standard data group, meaning that you are going to define its data
Type elements in Workflow Manager, select this option.
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Data Type Description

AdminStudio Data Type Select to create a data group whose data elements are automatically created and
populated by the fields defined in the currently selected AdminStudio Extended
Attributes description file.

®  Selecting the AdminStudio Data Type enables you to share application-
related data between AdminStudio and Workflow Manager.

® [fthe Extended Attribute data for this package is already entered in the
AdminStudio Application Catalog, the corresponding fields that appear during
the data collection task during a workflow request will be populated with the
information in the AdminStudio Application Catalog.

® When you change the data in the AdminStudio Application Catalog, it will
automatically be changed for that package when submitting a Workflow
Manager workflow request, and vice versa.

Note « The default Extended Attributes Description File is:
C:\AdminStudio Shared\EA_Default.xml.

5. Ifyou will have more than one data group defined in a single step, use the Sort Order field to define the order in which
they will be presented to the workflow consumer. Screens are displayed from lowest Sort Order number to highest.

6. Setthe When collected? option to either At initial submission, if you want this data group to be presented to the
consumer after they first submit their workflow, or Later in the workflow, if you want to select the step where it
should be displayed.

Q

Tip « Ifthis is the first data group you are creating, the When collected? field will be read-only and set to At initial
submission.

7. The Data group condition area is used to conditionally hide or display a data group based upon consumer input. See
Setting Up Conditional Display of Data Groups, Data Elements, or Workflow Steps.

8. Click the Create button to add the data group to the Data tree.

9. You are now ready to add data elements to your group. Proceed with Defining Data Elements.

Defining Data Elements

By default, a new data group is created without any data elements, or questions. You will need to add at least one data
element for the template to be usable.
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To define data elements:

1. Each question on a data collection screen of a workflow is represented by a data element. To add a data element to a
data group, select a data group in the tree and then click Add > Add a new Data Element.

—

Add a new Data Group

The Data Element Details view opens.

Data Element Details

*Description:

*Required: ® Yes U No

*Sort order: 50

Help text:

“Internal Name:

*Data type: Text Entry Box v

Default value:

“Validation type:  None v

Data element condition

Define Condition
Create Cancel elete

2. Enterthe text of the question in the Description field.

3. Setthe Required field to Yes or No to indicate whether the requested data must be provided before this data group
can be submitted.

4. Inthe Sort Order field, enter a number to specify the order that this question will be presented to the consumer (like
data groups, data elements are displayed from lowest Sort Order number to the highest).

5. Optionally, enter a message in the Help Text field. This will cause a help icon to appear to the right of the field when it
is displayed in a workflow, and the text you enter will be visible when the consumer hovers over that icon.
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Application Vendor« % v

| Select the vendor category from the list
Application Type - : v

6. Inthe Internal Name field, enter an permanent name for this data element. The Internal Name value should be used
to refer to this data element when writing custom reports.

Note « Ifyou reference a data element in a custom report using the Internal Name—instead of its Description or GUID
(DataMinorItemID)—that report will continue to work even if the Description of this data element changes or if the

template is copied.

Note « The value entered into the Internal Name field is stored in the DataMinorItemInternalDesc column of the
AMS_DataMinorItemTpl table.

7. From the Data Type list box, select the type of data entry field you want to add. You have the following options:

Data Type Description

Text Entry Box Asingle-line, editable text box.

To validate the data that a consumer enters into this field, set the Validation Type
option to Mask or Regular Expression. When you do this, two additional fields
appear for you to fill in: Validation Expression and Validation Message. Refer to Text
Entry Box Data Type Validation Options for more information about setting up text

validation.
Text Area A multi-line, scrollable, and editable text box.
Single Selection A drop-down list, prompting the consumer to select one value from a list of values.

When this option is selected, the Selection list items field appears and you may enter
your list values, one per line.

[®

Important « Because a consumer can only select one value, Single Selection fields can
be used to control workflow branching.

Multiple Selection A list in which the consumer is permitted to select more than one value. When this
option is selected, the Selection list items field appears and you may enter your list
values, one value per line.

Check Box One or more check boxes, which may be selected or cleared to turn an option on or
off. When this option is chosen, the Selection list items field appears and you enter
labels for your check boxes, one label per line.
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Data Type Description

Radio Button A group of radio buttons, used to select one option from a group of mutually exclusive
options. When this option is selected, the Selection list items field appears and you
may enter labels for each radio button in the group, one label per line.

[®

Important - Because a consumer can only select one value, Radio Button fields can
be used to control branching.

Date A text box where the consumer is only permitted to either enter a date in a specified
format (such as MM/DD/YYYY), or select a date by clicking on the field’s associated
calendaricon.

Document Upload, Afield allowing a consumer to upload documentation, an application or a
Application Upload, dependency file, respectively, to a specific location on the Workflow Manager file
Dependency Upload server.

Downloadable File Afield, available only after the initial data entry step, allowing the consumer to
Upload upload files which are stored in the Workflow Manager downloadable files directory.

Files uploaded using this field are listed on the Downloadable Files tab for the given
workflow request.

Directory Service If you choose this option, the data element will be mapped to an attribute in a
directory service. When this field is presented to a consumer, its value will be pre-
populated by the value of that consumer’s associated directory service attribute (if
the consumer’s account was imported from a directory service).

When Directory Service is selected in the Data Type field, two additional fields
appear: the Directory Services list, where you pick the directory service that contains
the attribute that you want to use, and the Data Element list, where you select the
attribute that you want to map to.

Y

Tip - If you have not yet defined any directory service attributes, you will instead see an
Add New hyperlink. Click this to go to the Directory Services Attributes Administration
page, where you may define some new attributes. See Managing Directory Services
Attributes for more information.

Dynamic Pick List A selection list which is populated with values from an operator-supplied XML file.
When this option is selected, the Data Source File field appears, and you can specify
the XML file that you want to use. After you select this file, choose the column in the
XML file whose value will be passed to Workflow Manager from the Column Value to
Submit field. By default, the first column is selected.

When a data element with a data type of Dynamic Pick List is displayed in a workflow
request, the consumer is prompted to click a link to make a selection. When the
consumer clicks the Click to Select link, the Dynamic Pick List dialog box opens,
listing the data defined in the selected XML file. After the consumer selects one or
more items in the list and clicks OK, the selected values populate the field, with
distinct values separated by pipes. See Dynamic Pick List Data Type Options for more
information.
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Data Type Description

DB Driven Type Select this option to populate a single-selection list with real time data values
obtained from an associated SQL Server or Oracle database. When you select DB
Driven Type from the Data Type list, three new fields appear:

® External Datasource—Select a database connection that was defined on the
External Data Sources Administration page. See Managing External Data
Sources for more information.

® SQL Query—Enteran SQL query in this field to return the data which you want to
display to the consumer. For example, if you want to display the LastName,
JobTitle and EmployeeID for all salespeople in the Midwest region, craft a query
that would return those rows and columns.

® Persisted Column—Enter the name of the column containing the value you
want to store in the database. In the previous example, you would probably want
to store the EmployeeID column as the persisted column because it uniquely
identifies the person that will be selected. See DB-Driven Type Data Type Options
for more information.

@

Tip - If you have not yet defined any connections to an external database, you will
instead see an Add New hyperlink. Click this to go to the Add External Data Source
page, where you may create a new database connection. See Managing External Data
Sources for more information.
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Data Type Description

Web Service Call Select this option to populate a combo box or grid with data values obtained using a
web service call. When you select Web Service Call from the Data Type list, up to five
new fields appear:

® Web Service Name—Select a web service that was defined on the External Web
Service Administration page. See Managing External Web Services for more
information.

® Web Method —Once you choose a web service, the set of all available web
methods automatically populates the Web Method field. Choose the method
which will return the data you want to display.

® Ul Type—Determine whether the data you are returning should be displayed in a
grid or in a combo box.

® Parameters—If the web method takes parameters, the Parameters field will
appear, listing the parameters which need to be supplied. Specify a value for
each parameter, or indicate where the value will come from, if you want to
provide a dynamic value, specified while the workflow request is being
completed.

® Web Method Details URL—Enter a URL which will display more information
about the items returned by your web method. The URL mustinclude a
placeholder which will be replaced by the ID of the item chosen by the consumer.

Y

Tip - The first field returned by the web method will be used to uniquely identify each
record presented in either the grid or the combo box. Ensure the data in this field is
unique.

8. Ifyou selected Single Selection or Radio Button, set the Use to define conditions/branching option to Yes or No, to
determine whether the value specified for this data element will affect the course of the workflow. For information on
conditional branching and the conditional display of data groups, data elements, and workflow steps, see Creating
Templates That Use Conditions.

9. Ifyou selected Single Selection, Multiple Selection, Check Box, or Radio Button, enter the labels or list values for
these controls in the Selection list items box. Place each item on a single line, such as:

Microsoft Windows XP
Macintosh 0SX
UNIX

10. If you selected Text Entry Box, Text Area, Single Selection, Multiple Selection, Check Box, or Radio Button, enter
or select a default value for the field into or from the Default value field, if required.

11. If you selected Dynamic Pick List, choose the XML data source for your pick list from the Data Source File field. This
field lists of all of the XML source files that have been copied to the
C:\AdminStudiolWebComponents_2019\wwwroot\DataSourceFiles location on your Workflow Manager web server.
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Important « These XML data source files must adhere to the Microsoft Excel XML spreadsheet schema. To ensure that
your XML file is in the correct format, open your XML file in Microsoft Excel, and save it in XML Spreadsheet 2003 (*.xml)
format.

If you selected Dynamic Pick List, select the name of the column in your XML data source file which contains the value
you want to pass to Workflow Manager when an item is selected from the Column Value to Submit list.

An XML data source file can have multiple columns, but only one column value is passed to Workflow Manager. By
default, the first column in the XML file is selected. If no column names are listed in this field, it means that the
selected XML data source file either contains no data or was not saved in Microsoft Excel XML Spreadsheet 2003
(*.xml) format.

If you selected DB Driven Type, fill in the External Data Source, SQL Query, and Persisted Column fields, as
described in the table above.

If you selected Text Entry Box, the Validation Type field appears. To validate the data that a consumer enters into
this text box, set this Validation Type field to either Mask or Regular Expression. When you do this, two additional
options appear: Validation Expression and Validation Message. See Text Entry Box Data Type Validation Options for
more information about filling out these fields.

If you selected Directory Service, use the Directory Service field to select the directory service from which you want
to import an attribute from, and then choose the attribute from the Attribute field. Directory service attributes are
configured in Workflow Manager on the Directory Service Attributes Administration page. See Directory Services
Attributes Administration Page for more information.

The Data Element Condition area is used to conditionally hide or display a data element based upon consumer input.
See Setting Up Conditional Display of Data Groups, Data Elements, or Workflow Steps for more information.

Finally, click the Create button to add the data element to the Data Group tree.
Repeat the above steps to add more data elements to the data group.
Repeat the steps outlined in Creating a New Data Group if you want to add more data groups.

Once you have created your data groups and data elements, proceed with Creating the First Workflow Phase.

Creating the First Workflow Phase

The first workflow step of the first workflow phase in a template is a data collection phase, and the questions asked of the
person submitting the workflow are defined using a data group. Each template must have at least one such data group
associated with it (as described in Creating Data Groups). To integrate your data group with the first workflow step, you
must create a workflow phase of type Data Entry Phase, as described below.

Task To create the first workflow phase of a template:
1. Complete the steps described in Initiating the Template and Creating Data Groups, and then open that template in the
Template Details page.
2. Open the Workflow Phases > Phase Details tab.
3. Click Add >Add a new Workflow Phase.
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Add a new Workflow Step

The Workflow Phase Details view opens.

0

Tip - Because this is the first workflow phase in the template, the Workflow Phase Details view is open by default.

Waorkflow Phase Details

*Name:

TyPe Data Entry Phase v
“Sortorder  1p
*Track for workflow ) Yes @ No
SLA:
*Track forworkflow L Yes'® No
phase SLA:

Due peried (days) g

Risk pericd (days): g

Workflow phase branching

*Define a condition ) Yes @ No
for workflow
branching?:
Link to next phase: ~Szna Ve e v

4. Inthe Name field, enter a name to identify this phase.

5. Select Data Entry Phase from the Phase Type list.

0

Tip - Since this is the first phase, Data Entry/Edit should be the only available option.

6. If you want to exclude the time it takes to complete this data entry workflow step from the workflow request’s SLA
(Service Level Agreement) calculations, clear the Track for workflow SLA option. If this option is selected, the time is
tracked from the moment the request is submitted.

7. If you want to instruct Workflow Manager to send out an email alert and change the workflow step’s SLA Status when
a duration threshold is reached, select the Track for workflow phase SLA option and enter a value in the Due period
and Risk period fields.

Note « For more information on SLA tracking of a workflow phase, see SLA Settings on a Workflow Phase.
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8. Click the Create button. The workflow phase name is added to the Workflow Phase tree.

9. Your next task is to create a workflow step to associate with your data group. To do this, click Add > Add a new
Workflow Step.

—

Add a new Workflow Phase

The Workflow Step Details view opens.

Workflow Step Details

*Description:

*Step type: Data Entry/Edit v

*Track for workflow O Yes ® No
SLA:

*Track for workflow O Yes ® No
step SLA:

Due period (days): 5

Risk period (days): a2

Workflow step condition

Define Condition

10. Enter a name for your workflow step in the Description field.

11. Select Data Entry/Edit from the Step type list.

0

Tip « Since this is the first phase and first workflow step, Data Entry/Edit should be the only available option.

12. If you want to exclude the time it takes to complete this data entry workflow step from the workflow request’s SLA
(Service Level Agreement) calculations, clear the Track for workflow SLA option. If this option is selected, the time is
tracked from the moment the request is submitted.

13. If you want to instruct Workflow Manager to send out an email alert and change the workflow step’s SLA Status when
a duration threshold is reached, select the Track for workflow step SLA option and enter a value in the Due period
and Risk period fields.
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Note « For more information on SLA tracking of a workflow step, see SLA Settings on a Workflow Step.

14. Click Create. The new workflow step is now listed as a child of your workflow phase in the Workflow Phase tree.

15. To add additional workflow steps to this workflow phase, or to add more workflow phases, proceed with Creating

Subsequent Workflow Phases.

Creating Subsequent Workflow Phases

Task

198

The first workflow phase in a template must have a type of Data Entry Phase, but subsequent phases present you with
more options. Follow the instructions below to create subsequent workflow phases. Also look below to find out how to add

additional workflow steps to a workflow phase (including the first workflow phase, described in Creating the First Workflow
Phase).

To create subsequent workflow phases:

1.

Complete the steps described in Initiating the Template, Creating Data Groups, and Creating the First Workflow Phase,
and then open that template in the Template Details page.

Open the Workflow Phases > Phase Details tab.

To add an additional workflow phase, click Add > Add a new Workflow Phase. The Workflow Phase Details view
opens.

Identify your workflow phase by entering a name In the Name field.

Select one of the following from the Phase type list.

® Data Entry Phase—The workflow consumer will be required to provide information during this phase

® Work Phase—A standard phase with no restrictions.

® Customer Acceptance Phase—Consumer approval must be provided for this phase to be completed.

® Last Phase—A phase including administrative tasks which must be performed after the project is completed.

® AdminStudio Phase—Phase is performed in its entirety as an AdminStudio Project. If you select this option, the
AdminStudio WF list appears, and you select the AdminStudio Workflow that you want to use.

Enter a number in the Sort Order field to specify in what order your workflow phase will be displayed. Workflow
phases are presented to the consumer from lowest Sort Order number to highest.

If you want to exclude the time it takes to complete this data entry workflow phase from the workflow request’s
overall SLA (Service Level Agreement) calculations (shown on the Projects Report), clear the Track for workflow SLA
option. For example, if this workflow phase was one which asks a consumer to approve completed work, you may
want to clear this option, so that the time you spend waiting for the consumer to get back to your administrators is not
included in the SLA calculations for this request.

If this option is selected, the time is tracked from the moment the request is submitted.

If you want to instruct Workflow Manager to send out an email alert and change the workflow phase’s SLA Status
shown in the Workflow Phases SLA Report) when a duration threshold is reached, select the Track for workflow
phase SLA option and enter a value in the Due period and Risk period fields.
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Note « For more information on SLA tracking of a workflow phase, see SLA Settings on a Workflow Phase.

Leave the Define a condition for workflow branching? option set to No.

Note - For information on defining conditional workflow branching, see Setting Up Conditional Branching of Workflow
Phases.

If you are creating your phases out of order, and have already created the workflow phase which you want to display
after this new phase, select that follow-on phase from the Link to next phase list. Otherwise, leave the default option
of ---Select a Value---.

Click the Create button to add your new workflow phase to the Workflow Phase tree.

You must now add at least one step to this new workflow phase. Click click Add > Add a new Workflow Step. The
Workflow Step Details view opens.

Enter a name for your step in the Description field.

From the Step type list, select one of the following options:

Option Description

Normal After completing a workflow step of this type, the workflow administrator will be prompted to
record the amount of time the step took in the Step Validation dialog. This dialog will display the
HTML file you specify in the Popup HTML File field, which can be customized with whatever
message you wish to show, along with fields to record how long it took to complete the step.

Update To complete this step, the workflow administrator will need to enter a comment in the Update
History History dialog box. This step is typically used as the last on a workflow phase, to document the
completion of the phase.

Work This step prompts the workflow administrator to assign users to roles associated with this
Assignment workflow request. For more information, see Assigning Users to Workflow Requests.

Script When a workflow administrator clicks the name of this workflow step on the Workflow Request
Execution page, an operator-specified executable file is launched.

This executable could be a batch file, an . exe file, a VB Script file, or any other type of executable
that will run on the Workflow Manager server.

Selecting this option causes, the Script Path combo box to appear, which lists all script files that
have been uploaded to the Workflow Manager script location. On a typical install, this would be
C:\AdminStudioWebComponents_2019\\wwwroot\ScriptFiles.

If there are no appropriate executable files in this directory, you will be prompted to upload one.

Note « When a Script Execution workflow step is initiated, Workflow Manager launches the
executable and advances the workflow. The person running the step is not prompted to enter any
comments, and nothing is logged in the Workflow Manager database.
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Option Description

Custom Web When a workflow administrator or consumer clicks the name of this workflow step name on the

Page Workflow Request page, Workflow Manager will open a new browser window, displaying an
operator-specified URL address. Once the person completing the workflow provides or processes
information using this page, data will be sent back to Workflow Manager and it will automatically
mark this step as complete.

When you create your custom web page, you are responsible for ensuring that it implements the
methods necessary to pass data back to Workflow Manager:

® The AdvanceWFMinorStep method is used to mark the workflow step as complete.

® The EditWFMinorStep method is used if you want to be able to update data collected
during this step without having to roll the step back.

® The RollbackWFMinorStep method defines the actions which need to be taken to roll back
the step.

See Configuring a Custom Web Page for detailed instructions.

If you select this option from the Step Type field, a Custom Site URL text field appears where
you may enter the URL of your web page. The URL must be absolute (that is, must begin with
http:// or https://). By default, Custom Site URL is set to a custom web page that is shipped
with Workflow Manager:

http://<yourWorkflowManageriWebServer>/Customorkflow/TestCustomWorkflow.aspx

Use this page for testing prior to entering the URL of your own custom web page.

[®

Important - By default, the value of the Custom Site URL field begins with either 1ocalhost or an
IP address. In order for this workflow step to work, this value must be modified to point to your

Workflow Manager server.

Allocate This step will allocate a computer or end-user to a software license in FlexNet Manager Suite.
Software

License B

Important « In order for this step to work correctly, it is important that your workflow template

also contains Web Service Call data elements which return end-user, computer and software license
for the workflow consumer to select. These elements must be named and configured the same way
as in the default Software Request global template installed with Workflow Manager. You might
find it helpful to copy the Software Request global template and modify it, if you want to use the
Allocate Software License step in your own templates.
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Option Description

Deallocate This step will deallocate a computer or end-user from a software license in FlexNet Manager
Software Suite.
License

[®

Important « In order for this step to work correctly, it is important that your workflow template
also contains a Web Service Call data element which returns unused software license allocations for
the workflow consumer to select. This element must be named and configured the same way as in
the default Software Removal global template installed with Workflow Manager. You might find it
helpful to copy the Software Removal global template and modify it, if you want to use the
Deallocate Software License step in your own templates.

Automated When a user clicks this workflow step name on the Workflow Request page, Workflow Manager
Import will run a user-supplied IPlugin assembly that will programmatically import a package that was
uploaded in a previous workflow step into the AdminStudio Application Catalog.

After the IPlugin assembly completes, data will be sent back to Workflow Manager that will
automatically mark this step complete and advance the workflow.

For more information, see Defining an Automated Workflow Step.

Automated When a user clicks this workflow step name on the Workflow Request page, Workflow Manager
Validation will run a user-supplied IPlugin assembly that will programmatically validate a package that was
imported in a previous workflow step.

After the IPlugin assembly completes, data will be sent back to Workflow Manager that will
automatically mark this step complete and advance the workflow.

For more information, see Defining an Automated Workflow Step.

Automated When a user clicks this workflow step name on the Workflow Request page, Workflow Manager
Conflict will run a user-supplied IPlugin assembly that will programmatically perform conflict analysis on
Analysis a package that was imported in a previous workflow step.

After the IPlugin assembly completes, data will be sent back to Workflow Manager that will
automatically mark this step complete and advance the workflow.

For more information, see Defining an Automated Workflow Step.

Allocate A workflow step of type Allocate Software License involves a web service call to FlexNet
Software Manager Suite. Such a step can be included in a workflow after a software license and computer
License or end-user are selected in an earlier data entry step; completing the step then involves

allocating the chosen computer or end-user to the selected software license.

For more information, see Defining an Allocate Software License Workflow Step.

Deallocate A workflow step of type Deallocate Software License involves a web service call to FlexNet
Software Manager Suite. Such a step can be included in a workflow after a software license allocated to a
License computer or end-user is selected in an earlier data entry step. Completing the step then involves

deallocating the chosen computer or end-user from the selected software license.

For more information, see Defining a Deallocate Software License Workflow Step.
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15.

16.

17.

18.

19.
20.

21.

22.

Option Description

Custom Workflow tasks often require you to launch other executables or tasks which are performed
Automated outside of Workflow Manager itself. Using a Custom Automated Task workflow step, you can
Task instruct Workflow Manager to automatically execute a task outside of Workflow Manager and

advance the workflow to the next step, all without manual intervention.

For detailed instructions on setting up a workflow step with a Step Type of Custom Automated
Task, see Defining a Custom Automated Task Workflow Step.

If you want to exclude the time it takes to complete this data entry workflow step from the workflow request’s overall
SLA (Service Level Agreement) calculations (shown on the Projects Report), clear the Track for workflow SLA option.
For example, if this workflow step was one which asks a consumer to approve completed work, you may want to clear
this option, so that the time you spend waiting for the consumer to get back to your administrators is not included in
the SLA calculations for this request.

If this option is selected, the time is tracked from the moment the request is submitted.

If you want to instruct Workflow Manager to send out an email alert and change the workflow step’s SLA Status
shown in the Workflow Steps SLA Report) when a duration threshold is reached, select the Track for workflow step
SLA option and enter a value in the Due period and Risk period fields.

Note « For more information on SLA tracking of a workflow step, see SLA Settings on a Workflow Step.

Enter a number in the Sort order field to specify in what order your workflow step will be displayed. Workflow steps
are presented to the consumer from lowest sort order number to highest.

If you selected the Normal step type, you need to specify the name of the HTML file that you want to display when a
user clicks the Instructions icon in the workflow step completion area. Enter the name of this HTML file in the Popup
HTML file field. This file must be located in the directory specified in the Folder field on the Template > Properties
tab of the Template Details page. See Creating a New Template for details.

If you selected the Script Execution step type, select the name of an executable file from the Script path field.

If you selected the Custom Web Page step type, enter the absolute URL of a custom web page which you want the
people using this workflow to complete in the Custom site URL field.

[®

Important - By default, the value of the Custom Site URL field begins with either localhost or an IP address. In order
for this workflow step to work, this value must be modified to point to your Workflow Manager server.

From the Email Templates lists, select the email templates which will be used to notify the workflow administrator,
his company and/or the workflow consumer when this workflow step is initiated, rolled back, updated, or completed.
See Customizing Email Templates for more information about the default email templates and how you can
customize them.

If a data group was created with the When collected? option set to Later in the workflow, the Collect a data group
in this workflow step? option is enabled. To prompt the consumer to enter data during this workflow step, set this
option to Yes, and then choose a data group from the Select the data group list.

Note « If there are no data groups available, the Collect a data group in this workflow step option is disabled.
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23. Optionally, provide information to conditionally display this workflow step. See Setting Up Conditional Display of
Data Groups, Data Elements, or Workflow Steps for details.

24. Click Create. The new workflow step is now listed in the Workflow Phase tree, as a child of your new workflow phase.
25. To add more workflow phases, or to add more workflow steps to an existing phase, repeat the steps above.

26. The final step when creating a workflow template is to link the phases together, so that one is displayed following
another. Do this as follows:

a. Click the phase which you want to appear first in the Workflow Phase tree. The Workflow Phase Details view for
that phase appears.

b. From the Link to next phase list, choose the name of the workflow phase which you want to be displayed next.
c. Saveyour changes by clicking the Update button.
d. Repeat, clicking on each phase in turn until you have linked them in the desired order.

27. Test this new workflow template as described in Validating a Template.

Creating Templates That Use Conditions

When creating a workflow template, there may be workflow phases which you only want to display if your consumers
provide you with certain pieces of information. For instance, you may want to run a consumer approval step only if your
consumer tells you that they want to be notified when a particular job is completed. Conditionally displaying specific
workflow phases based upon user input is referred to as workflow branching.

You can also choose to automatically roll a workflow back to specific workflow step based if a specific answer is provided
to a question.

Data groups, elements, and workflow steps may also be displayed conditionally, depending on a consumer or
administrator’s input.

® Setting Up Conditional Branching of Workflow Phases
® Setting Up Conditions to Perform Automatic Rollback to a Workflow Step

® Setting Up Conditional Display of Data Groups, Data Elements, or Workflow Steps

Setting Up Conditional Branching of Workflow Phases

A Workflow Manager template can employ conditional branching—which means that the workflow phase that is displayed
next can depend on consumer input. For example, you may want to include a question such as if any licenses are available
for a requested software application. If the answer is no, the next phase could be purchasing a license; if the answer is yes,
the next phase could be installing the application.

Creating a Workflow Manager template with conditional branching of workflow phases involves the following steps:

Table 5-11 « Steps to Set Up Conditional Branching of Workflow Phases

Step Description

Step 1: Create template Create a workflow template with multiple workflow phases, as described in
Creating a New Template.
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Table 5-11 « Steps to Set Up Conditional Branching of Workflow Phases

Step Description

Step 2: Create branching data Create the question (data element) whose answer will be used as the basis for
element deciding which phase should be displayed, as described in Creating a Data
Element to Use for Branching.

Step 3: Collect branching data Create a workflow step to collect (display) this data element, as described in
element Collecting the Branching Data Element.

Step 4: Create workflow phase Create a workflow phase that branches, as described in Creating a Workflow
that branches Phase That Branches.

The branching data element is usually not collected in the first workflow phase. Also the branching data element does not
need to be part of the initial required data group that is automatically collected in the first workflow step of the first
workflow phase.

Creating a Data Element to Use for Branching

To create a data element to use for conditional branching of workflow phases, perform the following steps:

To create a data element to use for conditional branching:
1. Begin creating a template as described in Creating a New Template.
2. Create at least one data group, as described in Creating Data Groups.

3. Begin creating a new data element for this data group, as described in Defining Data Elements, making the following
choices:

a. Onthe Data Element Details view for your new data element, set the Data type to either Single Selection or
Radio Button. Enter list values or labels for each radio button in the Selection list items box, one value or label
per line.

b. Setthe Use to define conditions/branching option to Yes.

[®

Important « If you do not set the Use to define conditions/branching option to Yes, this data element will not be
available when defining conditions.

c. Ifdesired, enter a value in the Default value field. This must match one of the values you just entered in the
Selection list items box, and the corresponding value will be the default one chosen when the person
completing the workflow request first encounters this data item.

4. Click the Create button to create this new data element and add it to the data groups tree.

Next, proceed with Collecting the Branching Data Element.

Collecting the Branching Data Element

To collect the data element you created in Creating a Data Element to Use for Branching, do one of the following:
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If the data group containing this data element has its When collected? option set to At initial submission, follow the
instructions in Creating the First Workflow Phase to create a workflow step that collects this data group.

If the data group containing this data element has its When collected? option set to Later in the workflow, create a
workflow step with its Collect a data group in this workflow step? option set to Yes, and then assign your data group
to the step using the Select the data group list.

Proceed with Creating a Workflow Phase That Branches.

Creating a Workflow Phase That Branches

In this step, we will see how to create a workflow phase that branches, displaying a different workflow phase depending on
the response given to a data element.

Before beginning, create all of the workflow phases you want to include in your workflow template, except for the
branching phase. Do not link the phases together yet.

To create a workflow phase that branches conditionally depending upon user input:

1.
2.

Complete the steps in Creating a Data Element to Use for Branching and Collecting the Branching Data Element.
Begin creating a workflow phase as described in Creating Subsequent Workflow Phases.

In the Workflow Phase Details view for your new phase, set the Define a condition for workflow branching? option
to Yes. The Select the branching condition list appears, along with a table listing all possible values:

*Define a condition ® Yes U No

for workflow

branching?:
Select the branching Branching question - Is this purchase alloc; ¥
condition:
Ves Request Approved v
Ne Request Denied v

From the Select the branching condition list, choose the data element you want to use to control branching. The
possible responses to the branching question are automatically listed.

Tip - You will be able to select any element that has the Use to define conditions/branching option set to Yes.

For each listed value, select a workflow phase from the list. If the person completing the workflow selects this value
from your data element, this phase be the one displayed when the current phase is completed.

Tip - You can assign the workflow phase to more than one value, if you like.

Click the Create button to add this workflow phase to the Workflow Phase tree.
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7. |Ifthis branching phase is not the first phase in the workflow template, open the preceding workflow phase and link it
to this new branching phase. Do this as follows:

a. Click the phase which you want to appear first in the Workflow Phase tree. The Workflow Phase Details view for
that phase appears.

b. From the Link to next phase list, choose the name of the workflow phase which you want to be displayed next.
c. Saveyour changes by clicking the Update button.

8. Open each of the workflow phases that were selected for each of the possible branching question answers, and link
them to the workflow phase that you want to display next.

9. Also link together any other workflow phases which belong to the workflow template, as described earlier.
10. Test this new workflow template as described in Validating a Template.

11. Preview this new workflow template as described in Previewing a Template. In the preview, the workflow phase that
collects the answer to the branching question will be displayed with yellow background:

1 079 2 o

Starting Form Get Approval

Setting Up Conditions to Perform Automatic Rollback to a Workflow Step

A Workflow Manager template can employ automatic rollback—which means that the workflow can be automatically
rolled back to a specific workflow step based upon administrator input.

Creating a Workflow Manager template with automatic rollback to a workflow step involves the following steps:

Table 5-12 « Steps to Set Up Automatic Rollback to a Workflow Step

Step Description

Step 1: Create template Create a workflow template with multiple workflow phases and steps, as
described in Creating a New Template.

Step 2: Create automatic rollback Create a question (data element) with a single selection answer. The user’s

data element response to this question will determine whether to rollback the workflow.
During setup on the Data Element Properties view, you need to specify which
responses require rollback to a workflow step by selecting the workflow step
that the workflow will be rolled back to. For more information, see Creating a
Data Element to Use for Automatic Rollback.

Step 3: Create workflow step that  Create a workflow step that collects the response to the “automatic rollback”
asks “automatic rollback” question, as described in Creating a Workflow Step That Asks “Automatic
question Rollback” Question.
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Creating a Data Element to Use for Automatic Rollback
To create a data element to use for automatic rollback to a workflow step, perform the following steps:

Task To create a data element to use for automatic rollback:
1. Begin creating a template as described in Creating a New Template.

2. Inaddition to creating a data group with the When collected? option to At initial submission (which is required),
create another data group, and set the When collected? option to Later in the workflow, as described in Creating
Data Groups.

3. Forthis second data group, creating a new data element for this data group that asks a single-selection question, as
described in Defining Data Elements, making the following choices:

a. Onthe Data Element Details view for your new data element, set the Data type to either Single Selection or
Radio Button. Enter list values or labels for each radio button in the Selection list items box, one value or label
per line.

b. If desired, enter a value in the Default value field. This must match one of the values you just entered in the
Selection list items box, and the corresponding value will be the default one chosen when the person
completing the workflow request first encounters this data item.

c. Setthe Use to define conditions/branching option to Yes.

d. Setthe Define a condition for automatic rollback? option to Yes. Additional fields are displayed: Rollback
Value and Rollback to:
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Data Element Details

* Py
b= Is this purchase allocated in the budget?

*Required: @ Yes U No

*Sort order: 10
Help text:
*Data type: Single Selection r

*Use to define ® Yes U No

conditions/branching:

Selection list items:
Yes

No

Put each item on its own line,

Default value:

*Use as condition for ® Yes U No

automatic rollback?:

To trigger an automatic rollback for a
response, select a workflow step from the
‘Rollback to' list. For all other responses,
leave 'Rollback to' set to 'Not Defined'".

Rollback Value Rollback to

Yes Request Approved-->Purchase software ¥

No Request Denied--> Inform requester of dec ¥

ata element condition

Define Condition

e. Totrigger an automatic rollback for a response, select the workflow step that you want to roll back to from the
Rollback to list. For all other responses, leave Rollback to set to Not Defined.

Note « For responses that you want to result in the completion of a workflow step rather than a rollback, it is
important that you do not make a selection in the Rollback to list and just leave it set to Not Defined. For example, if
the question was Has package passed all critical tests?, for the No response, you would want to trigger a
rollback to a testing workflow step, so you would select that workflow step from the Rollback to list. However, if the
answer to the question was Yes, you would not want to perform a rollback, so you would leave Rollback to set to
Not Defined; do not select a subsequent workflow step.

4. Click the Create button to create this new data element and add it to the Data tree.

Next, proceed with Creating a Workflow Step That Asks “Automatic Rollback” Question.
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Creating a Workflow Step That Asks “Automatic Rollback” Question

In this step, we will see how to create a workflow phase that collects the answer to the “automatic rollback” question and
“rolls back” the workflow if the specified answer is provided.

Task To create a workflow step that asks the “automatic rollback” question:
1. Complete the steps in Creating a Data Element to Use for Automatic Rollback.
2. Begin creating a workflow phase as described in Creating Subsequent Workflow Phases.
3. Add aworkflow step to this workflow phase with a Step type of Normal.
4. Setthe workflow step’s Collect a data group in this workflow step? option to Yes.

5. From the Select the data group list, select the data group that contains the “automatic rollback” question.

*Collect a data group ® Yes U No
in this workflow step?:

Select the data group: Automatic rollback question v

6. Click Create to create the workflow step.

7. Test this new workflow template as described in Validating a Template.

Setting Up Conditional Display of Data Groups, Data Elements, or Workflow Steps

You can create a template that will conditionally hide or display a data group (a screen of questions collected during a
workflow step), a data element (one question in a data group), or a workflow step based on a user’s response to a question.
To do this, you need to perform the following steps:

® Creating a Data Element to Use for Conditional Display
®  Collecting the Conditional Data Element

® Applying the Conditional Display Condition to a Data Group, Data Element or Workflow Step

Creating a Data Element to Use for Conditional Display

To create a data element to use for the conditional display of a data group, data element, or workflow step, perform the
same steps listed in Creating a Data Element to Use for Branching.

Next, proceed with Collecting the Conditional Data Element.

Collecting the Conditional Data Element
To collect the data element you created in Creating a Data Element to Use for Conditional Display, do one of the following:

® |fthe data group containing this data element has its When collected? option set to At initial submission, follow the
instructions in Creating the First Workflow Phase to create a workflow step that collects this data group.

® |fthe data group containing this data element has its When collected? option set to Later in the workflow, first
create a workflow step with its Collect a data group in this workflow step? option set to Yes, and then assign your
data group to the step using the Select the Data Group list.
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Task

Proceed with Applying the Conditional Display Condition to a Data Group, Data Element or Workflow Step.

Applying the Conditional Display Condition to a Data Group, Data Element or Workflow
Step

To conditionally display a data group, data element, or workflow step, based on the response given to a data element, do

the following:

To apply the conditional display condition to a data group, data element, or workflow step:

1.

Complete the steps in Creating a Data Element to Use for Conditional Display and Collecting the Conditional Data
Element.

Begin creating a workflow phase as described in Creating Subsequent Workflow Phases.

In the Data group condition, Data element condition, or Workflow step condition area of a data group, data
element, or workflow step, respectively, click Define Condition.

From the Condition Item list which appears, select the conditional data element you defined earlier. The values of
that data element are automatically displayed in the Selections list.

From the Selections list, select the value or values of the data element for which you want to display the current item.
You can select multiple values by holding down the Shift or Ctrl key while clicking.

Click Update to save the data group, data element, or workflow step.
Note « To remove this defined condition, click the Cancel button.

Test this new workflow template as described in Validating a Template.

Deleting Components of a Workflow Template

e
o=
M

Task
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To delete a workflow phase, workflow step, data group or data item, perform the following steps:

To delete a workflow phase, workflow step, data group, or data element:

1.
2.
3.

4.

0

Open the Workflow Phases or Data Groups tab of the Template Details page.
Select the item in the tree that you want to delete.
Click Delete.

Agree to the confirmation message.

Tip - Ifyou delete a data group, all of the data items associated with it will also be removed. Similarly, if you delete a

workflow phase, all associated workflow steps will go, as well.
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Defining Specialized Data Elements, Workflow Phases, and Workflow Steps

In both templates that use conditions and conditional branching and in those that do not, you can incorporate specialized

data elements, workflow phases, and workflow steps to achieve higher degrees of automation and customization.

Defining a Contact Data Element to Enable Predictive Search
Defining a Database-Driven Data Element

Defining a Web Service Call Element

Defining Automated AdminStudio Workflow Steps That Use the iPlugin Interface
Defining an Allocate Software License Workflow Step

Defining a Deallocate Software License Workflow Step

Defining a Custom Automated Task Workflow Step

Defining an Approval Task Workflow Step

Defining a Custom Web Page Workflow Step

Configuring a Custom Web Page

Defining a Workflow Phase with a Phase Type of AdminStudio Phase
Including a Customer Acceptance Phase or Last Phase

Specifying Email Templates for Workflow Steps

File Upload Considerations in Requests

Defining a Contact Data Element to Enable Predictive Search

When entering data for a workflow request, you are frequently prompted to specify one or more contacts that are related
to the workflow request. These contacts will not participate in the workflow process, so it is not appropriate to assign them

to roles.

To address this need, you can add contacts to workflow requests as data elements, using the data element data type of
Contact. This enables you to store the contact's name, user name, e-mail address, and phone numbers in data element
values.
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Data Element Details

*Description: .
F Supervisor

*Required: ® Yes U No

*5ort order: 50

Help text:
“Internal Name: Supervisor
*Data type: Contact W/

Data element condition

Define Condition

Create Cancel Delete

Figure 5-32: Contact Data Type

When you add a data element with the data type of Contact, the following fields are displayed in the data entry screen of
the workflow request, prompting the requester to add contact information.
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Review Application Request

Data Entry

Enter or review the data that is submitted as part of this workflow step.
Current Page: 1) Required Application Data v
Application Vendor- : v
Application Type+ : v

Application Description :
Application Version « :
Supervisors : Name:
E-mail:
Phone:

Mobile:

Username:
) Skip required entries for now.

Next

Figure 5-33: Contact Data Element / No Directory Services Connection

For a data element with a data type of Contact, Workflow Manager displays contact data fields (Name, E-mail, Phone,
Mobile, and Username) as normal text fields, allowing users to edit their values.

Note - You need to specify the contact email and phone number data elements to be validated before submission.

After you have submitted contact information in one or more workflow requests, the next time you submit a workflow
request and enter a character in one of the “contact” fields (one based on a data element with the data type of Contact), a
menu will appear prompting you to select previously-entered contact information that matches the text that you have

entered.
Supervisors : Name: | 5|
E-mail: Sally Dimon sally@company.com 8474664510 7733351351 sally@company.com
Phone: Sam Jones sam@company.com 8474664510 7734523351 sam@company.com
Mobile: Sarah Johnson sarah@company.com 8474664510 7733352222 sarah@company.com
Username:

Figure 5-34: Predictive Search Menu
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Defining a Database-Driven Data Element

If you first define a connection to an external SQL Server database, you can choose to populate a single-selection list for a

workflow request with real-time data values, obtained from that database.

To do this, create a data element with the Data Type of DB Driven Type. When you select this option from the Data Type
list, three new fields appear:

External Datasources—Choose the database you want to pull information from, choosing a connection defined on
the External Data Sources Administration page. See Managing External Data Sources.

SQL Query—Define a query to return the data which you want to display to the workflow consumer. For example, if
you want to display the LastName and JobTitle and EmployeeID of all salespeople in the Midwest region, craft a
query that would return those rows and columns.

Persisted Column—Enter the name of the column containing the value you want to store in the database. In the
previous example, you would probably want to store the EmployeelD column, because it uniquely identifies the
person that will be selected.

Defining a Web Service Call Element

214

If you first set up a web service connection to an external server, you may create a workflow step which populates a combo

box or grid with data values obtained using a web service call. When you select Web Service Call from the Data type list on
the Data Element Details view, up to five new fields appear:

Web service name—Select a web service that was defined on the External Web Service Administration page. See
Managing External Web Services for more information.

Web method —Once you choose a web service, the set of all available web methods automatically populates the Web
Method field. Choose the method which will return the data you want to display.

Ul Type—Determine whether the data you are returning should be displayed in a grid or in a combo box.

Persisted Column—Enter a column name or names, separated using semicolon, which identifies a unique row item or
record.

For Example, in the below figure, columns like Country and Sales Rep have multiple entries with same values (USA
and Fuller repectively). To identify and fetch a unique row item or record, you can enter one of these column names,
County ; Order No or Sales Rep ; Order No or only Order No in the Persisted Column.

By entering these column names in the Persisted Column, you are allowing Web Service Call data element to consider
these column names as primary keys and fetches the unique row item or record based on the user selection.

K

Important « If you are not entering a column name or combination of column names, which doesn't have multiple

entries with same value in the Persisted Column as explained in the above example, you might end up fetching a wrong
row item or record.
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Type keyword to search:

4 results returned 20 v rows per page P A
O |usa Fuller
O |[usa Fuller
O |usa Fuller
O Coghil

@ Create Filter

Figure 5-35: Sample Web Services Grid results

EE Template £ Workflow Phases |j Data Groups @ Validate

Add »

= Test Data Group

Test Data Element

*Description:

*Required:

*Sort order:

Help text:

*Internal Name:

*Data type:

Web service name:

Web method:

*Ul Type:

Persisted column:

Web method details
URL:

Figure 5-36: Persisted Column for Ul Type-Grid
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Q

Parameters—|If the web method takes parameters, the Parameters field will appear, listing the parameters which
need to be supplied.

*Data type: Welb Service Call ¥

Web Service name: Llzzr Fzem v

Web Method: SearchUsers v

Ul Type: ComboBox W
searchString User Defined W/

Web Method details
URL:

eq. /TestSample.aspx?Applicationitem|D={0}

Figure 5-37: Parameters for a Web Service Call Data Type

For each parameter, choose an option from the Value Type field. You may select one of:
® User Defined—You will hard code a value for this parameter in the corresponding Value field.

®  Built-in: UserName, Built-in: Domain, or Built-in: Domain\UserName —The value of the parameter will be set
to the account name, domain or combination of the two, respectively, of the person completing the workflow.

® Data element: elementName —The value of the parameter will be set to the value entered by the consumer in
one of the other data elements defined in this template. Each of the data elements defined in template appears in
the list for you to select.

Q

Tip - Be careful that the values you specify for your parameters have an appropriate type. For example, if the web
service method expects an integer value for a parameter, but you supply a string value, you may cause an exception. This
is particularly important if your parameter values will be specified by the consumer, in a different data element. In that
instance, you may need to put a mask on that data element, to ensure that the consumer specifies data in the correct
format.

Web Method details URL—Enter a URL which will display more information about the items returned by your web
method. The URL must include a placeholder which will be replaced by the ID of the item chosen by the consumer.

For example, assume this data element calls a web method which returns a list of end-users belonging to your
organization and displays them in a grid. You want to display a window with more information about the end-users,
such as their full name, contact details and job titles, when your workflow consumer clicks on one in the grid. You
create an ASPX page called UserInfo.aspx to display this information, which takes the ID of the selected end-user in
the database as a query string parameter. In this example, you would enter a value like http://<serverID>/
UserInfo.aspx?UserID={0} into the Web Method details URL field, where the {0} placeholder would be replaced by
the selected end-user ID at run time.

Tip - The first field returned by the web method will be used to uniquely identify each record presented in either the grid or the

combo box. Ensure the data in this field is unique.

216
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Defining an Allocate Software License Workflow Step

A workflow step of type Allocate Software License involves a web service call to FlexNet Manager Suite. Such a step can be
included in a workflow after a software license and computer or end-user are selected in an earlier data entry step;
completing the step then involves allocating the chosen computer or end-user to the selected software license.

When you are completing this step, you will be presented with a dialog detailing the proposed allocation. You need to
approve the allocation by clicking the Allocate button, at which point the dialog closes.and the step is marked as
complete. You will need a web service connection to FlexNet Manager Suite before you can complete this step.

For more information, see Default FlexNet Manager Suite Web Service Connection.

Important « In order for this step to work correctly, it is important that your workflow template also contains Web Service
Call data elements which return end-user, computer and software license for the workflow consumer to select. These
elements must be named and configured the same way as in the default Software Request global template installed with
Workflow Manager. You might find it helpful to copy the Software Request global template and modify it, if you want to use
the Allocate Software License step in your own templates.

Defining a Deallocate Software License Workflow Step

A workflow step of type Deallocate Software License involves a web service call to FlexNet Manager Suite. Such a step can
be included in a workflow after a software license allocated to a computer or end-user is selected in an earlier data entry
step. Completing the step then involves deallocating the chosen computer or end-user from the selected software license.

When you are completing this step, you will be presented with a dialog detailing the proposed deallocation. You need to
approve the deallocation by clicking the Deallocate button, at which point the dialog closes.and the step is marked as
complete. You will need a web service connection to FlexNet Manager Suite before you can complete this step.

For more information, see Default FlexNet Manager Suite Web Service Connection.

Important - In order for this step to work correctly, it is important that your workflow template also contains a Web Service
Call data element which returns unused software license allocations for the workflow consumer to select. This element must
be named and configured the same way as in the default Software Removal global template installed with Workflow
Manager. You might find it helpful to copy the Software Removal global template and modify it, if you want to use the
Deallocate Software License step in your own templates.

Defining a Custom Automated Task Workflow Step

Workflow tasks often require you to launch other executables or tasks which are performed outside of Workflow Manager
itself. Using a Custom Automated Task workflow step, you can instruct Workflow Manager to automatically execute a task
outside of Workflow Manager.

® About Custom Automated Tasks
® Defining a Custom Automated Task Workflow Step

® SampleiPlugin File: TestPlugin.cs
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About Custom Automated Tasks

Using a Custom Automated Task workflow step enables you to run your own custom code using the iPlugin infrastructure
and advance the workflow to the next step, all without manual intervention.

A workflow step of type Custom Automated Task prompts Workflow Manager to use the AppWorkflowStepInitiated
method in the iPlugin infrastructure to automatically complete a task (by executing custom code) and to mark the
workflow step as complete.

You could use a Custom Automated Task workflow step to execute some custom code that would update a third party
database. But, even without writing any custom code, you can use the provided sample Custom Automated Task for a
workflow step that would simply mark the step complete, which would trigger automatic email notification (if notification
is configured to occur whenever a workflow step is completed).

By default, the Custom Automated Task Status dialog box, which opens after a Custom Automated Task workflow step
has completed, notifies the user that the step was completed successfully. However, you can create your own ASPX page
that would, for example, query a third party system and display results.

Defining a Custom Automated Task Workflow Step

To define a workflow step with a Step Type of Custom Automated Task, perform the following steps:

Task

218

To define a Custom Automated Task workflow step:

1. Open a workflow template on the Template Details page, as described in Creating a New Template.
2. Add anew workflow step.

3. Enter a name for this workflow step in the Workflow Step Description field.

4. Set Step type to Custom Automated Task.

5. Inthe Custom Site URL field, enter a URL to the page that you want to be displayed to show the results of the
execution of the automated task. By default, the following ASPX page is provided:

http://IPADDRESS/Customorkflow/CustomAutomatedTaskStatus.aspx

Note « By default, the value of the Custom Site URL field begins with either localhost or an IP address. In order for this
workflow step to work, this value must be modified to point to your Workflow Manager server.

Note - Ifyou use this default ASPX page, the following page will open after this workflow step is automatically
completed:
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Custom Automated Task Status

Phase: Discovery
Step: Acknowledge Request
Status: Completed Successfully

6. Write the custom API code that you want to be executed when this task is performed. For instructions on writing this
code, see Sample iPlugin File: TestPlugin.cs.

Note - Ifyou just use the sample code that is provided for this Custom Automated Task workflow step, Workflow

Manager would simply mark the step complete, which would trigger automatic email notification (if notification is
configured to occur whenever a workflow step is completed).

Sample iPlugin File: TestPlugin.cs

You can obtain a sample iPlugin file named TestPlugin.cs from Flexera Technical Support. This TestPlugin.cs file
contains sample code to use when defining a Custom Automated Task. You need to add your code to the
DoCustomAutomatedTask private method. Below is a sample of the code in the this file:

private void DoCustomAutomatedTask(string appXMLInfo, string ApplicationID, AesSession session)
{
try
{
string phaseID = GetValue(appXMLInfo, "PhaseID");
TraceSink("DoSynchronousAutomatedTask Called for Application ID " + ApplicationID +
& PhaseID:" + phaselD);

string stepID = GetValue(appXMLInfo, "StepID");
TraceSink("DoSynchronousAutomatedTask Called for Application ID " + ApplicationID +
& StepID:" + stepID);

string stepName = GetValue(appXMLInfo, "StepName");
TraceSink("DoSynchronousAutomatedTask Called for Application ID
& StepName:" + stepName);

+ ApplicationID +

TraceSink("DoSynchronousAutomatedTask:: Getting a ApplicationRequest Object");
AdminStudio.Public.WorkflowManager.ApplicationRequest AR =
AdminStudio.Public.WorkflowManager.ApplicationRequest.Load(session, ApplicationID);

if (null == AR)

{
TraceSink("DoSynchronousAutomatedTask:: Got a NULL ApplicationRequest Object");
return;

// Write your custom code here

// You can conditionally run the code based on the phaseld/stepID/stepName

// for a specific step

// You can also save the results in the DataText field for the WF Step that will be
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// displayed in the custom edit page.
// A sample COMMENTED code is shown below how you would do a assignment

/*
if (stepName.Equals("Acknowledge Request", StringComparison.InvariantCultureIgnoreCase))
{
string userName = AR.GetDataItem("System Administrator", "Requester Details");
if (!String.IsNullOrEmpty(userName))
{
AR.SetWorkAssignments(CompanyType.Servicer, "System Administrator", userName);
}
¥*/

// Any status text set here will be visible when the user selects the link on the
// custom automated step.

string status = "Completed Successfully"”;

AR.SetWorkflowItem(stepID, status);

AR.Save();

TraceSink("DoSynchronousAutomatedTask:: Advancing Workflow");
AR.AdvanceWorkflow();

}

catch (Exception e)

{
TraceSink("DoSynchronousAutomatedTask threw Exception: " + e.Message);
TraceSink("DoSynchronousAutomatedTask StackTrace: " + e.StackTrace);

}

Note « You can use the iPlugin architecture to write any custom code to associate with this automated task. You can write
code to perform a task or just to display some information to the user. For more information, see Using the IPlugin Interface.

Defining an Approval Task Workflow Step

An approval template can be associated to a workflow step that has a Step type of Approval Task. When a user clicks the
name of this workflow step on the Workflow Request page, the Approval dialog box opens, prompting the user or a series
of users to approve the workflow step. The approval template will be defined as one of the following types:

® Linear—Approvals need to take place sequentially, one after the other, according to assigned Level.

® |fthereis more than one user assigned to a level, then everyone in that level must approve the workflow step
before it can proceed to the next level of approvers, but they can approve it in any order.

® [fan LDAP group or a role is specified as the Approver, everyone in that group/role has to approve the workflow
step before it can proceed to the next level, but the members of that group/role can approve it in any order.

® Pool—Only one approver is required, even if multiple approvers are listed. Anyone (or any member of a listed group/
role) can approve the workflow step. The Level field is ignored.

® Linear In Pool—Approvals need to take place sequentially, one after the other, according to assigned Level, but if
there is more than one user assigned to a level or if there is a group assigned to a level, only one user of the assigned
users (or only one member of the group/role) needs to approve it.

® Parallel—All listed users (and all users in listed groups/roles) must approve the workflow step before it can proceed,
but not in any specific order. The Level field is ignored.
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Note « For information on approval templates, see Managing Approval Templates.

To define a workflow step with a Step type of Approval Task, perform the following steps:

Task To define a workflow step with Step Type of Approval Task:
1. Create an approval template, as described in Creating an Approval Template.
2. Open aworkflow template on the Template Details page, as described in Creating a New Template.
3. Addanew workflow step in the location in the workflow where you want the approval task to occur.
4. Enter a name for this workflow step in the Description field.
5. Set Step type to Approval Task.

Note « See also Restrictions Regarding Approval Tasks When Editing Workflow Templates That Have Existing Workflow
Requests.

6. From the Approval Template list, select an approval template.
7. Click Create. Workflow Manager automatically creates a new data group and data element to collect the approval

information:

=/ Approval Tracker - Approval
Step

Approval Status - Approval Step

8. Onthe Workflow Phase Details view of the workflow phase that contains the approval workflow step, set the Define
a condition for workflow branching? option to Yes.
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Workflow Phase Details

*Name:  Ask Branching Question

“Type!  Data Entry Phase v

*Sortorder: g

Workflow phase branching

*Define a condition ® Yes © No
for workflow

branching?:

Select the branching Approval Tracker - Approval Step - Approv ¥

condition:
Approved Purchase Software r
Rejected Request Denied v

9. Inthe Select the branching condition list, select the Approval Status data element that was created when you
created the approval workflow step.

10. Select the next phase setting for the Approved and the Rejected values.
11. Click Update to save your edits on the Workflow Phase Details view.

Note « For more information on creating workflow templates that contain branching, see Creating Templates That Use
Conditions.

When a request is submitted using this workflow template, the Approval dialog box will open when a user clicks on
this workflow step on the Workflow Request page. Users can also approve an approval workflow by clicking a link in
an email that they receive when their approval level becomes active.

Defining a Custom Web Page Workflow Step

A workflow step with type Custom Web Page launches an operator-specified web page in a new browser window, where
the person completing the workflow request needs to enter or process custom information. When you select this option,
the Custom Site URL field appears, and you specify the URL of the custom web page.

Note « You must enter an absolute URL (beginning with http:// or https://).
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[®

Important « By default, the value of the Custom Site URL field begins with either localhost or an IP address. In order for this
workflow step to work, this value must be modified to point to your Workflow Manager server.

When the person completing the workflow request has finished working with the custom web page, data will be sent back
to Workflow Manager causing it to automatically mark the step as complete and advance the workflow.

0

Tip - By default, the Custom Site URL field points to a custom web page shipped with Workflow Manager named
TestCustomhorkfLow. aspx. Use this page for testing, before providing the URL of your own web page:

http://SITE_IP_ADDRESS/CustomWorkFlow/TestCustomWorkFlow.aspx

When you create your custom web page, you are responsible for ensuring that it implements the methods necessary to
pass data back to Workflow Manager:

® The AdvanceWFMinorStep method is used to mark the workflow step as complete.

® The EditWFMinorStep method is used if you want to be able to update data collected during this step without having
to roll the step back.

® The RollbackWFMinorStep defines the actions which need to be taken to roll back the step.

See Configuring a Custom Web Page for detailed instructions.

Configuring a Custom Web Page

There are a number of steps involved before a custom web page can be launched by a Custom Web Page workflow step.
Information about configuring a Custom Web Page as a workflow step is presented in the following sections:

® Parameters
® Web Methods

® HTTP GET Protocol Example

Parameters

Workflow Manager sends the web service location and the web method in the query string to the external custom web
page. The key value is WebServiceURL. This key has both the web service and the web method, in the format
webservicelocation/webMethod. The following other parameters also need to be passed through the query string:

Table 5-13 « Custom Web Page Parameters

Parameter Description

ApplicationID The unique identifier for the workflow request in the Workflow Manager database.
WFMajorltemID The unique identifier for the workflow phase in the Workflow Manager database.
WFMinoritemID The unique identifier for the workflow step in the Workflow Manager database.
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Table 5-13 « Custom Web Page Parameters

Parameter Description

PersonID The unique identifier in the Workflow Manager database for the account of the person
currently completing the workflow request.

MinorType The workflow step type, which always needs to be set to 10 (Custom Step Type).

EditType Your custom web page may perform differently, depending on what mode it is called in.
Choose one of the following modes:

® New—The web page is being launched for the first time in this workflow request

® Edit—The web page has been previously submitted, but the person completing the
request needs to update some information

® Read Only—Indicates a read only state.

Web Methods

When configuring a custom web page, you may need to implement the following Web methods:
® AdvanceWFMinorStep

®  RollbackWFMinorStep

® EditWFMinorStep
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AdvanceWFMinorStep

Once the consumer completes your custom web page, this method will be called to advance the workflow request to the
next workflow step. If your web page is the last step in a workflow phase, this method also needs to advance the request to
its next workflow phase.

Table 5-14 « Custom Web Page Web Method: AdvanceWFMinorStep

Parameter Type Parameter Description
Input strAppID The unique identifier for the workflow request in the Workflow
Manager database.
strWFMajorltemID The unique identifier for the workflow phase in the Workflow

Manager database, which contains the workflow step launching
your web page.

strWFMinoritemID The unique identifier for the workflow step in the Workflow
Manager database which launches your web page. This should be
the current step in progress.

strPersonlD The unique identifier in the Workflow Manager database for the
account of the person currently completing the workflow request.

nWFMinorType The workflow step type - always needs to be set to 10 (Custom
Step Type).
Output boolean The return value of AdvanceWFMinorStep should be:

® True if the workflow step was advanced without error

® False if the workflow step was not advanced, or the method
threw an error.
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RollbackWFMinorStep

This method rolls back the workflow request to the workflow step which launches your workflow request.

Table 5-15 « Custom Web Page Web Method: RollbackWFMinorStep

Parameter Type Parameter

Input strAppID

Description

The unique identifier for the workflow request in the Workflow
Manager database.

strWFMajoritemID

The unique identifier for the workflow phase in the Workflow
Manager database, which contains the workflow step launching
your web page.

strWFMinoritemID

The unique identifier for the workflow step in the Workflow Manager
database which launches your web page. The workflow request will
be rolled back to this step.

strPersoniD

The unique identifier in the Workflow Manager database for the
account of the person currently completing the workflow request.

nWFMinorType

The workflow step type - always needs to be set to 10 (Custom Step
Type).

Output boolean

The return value of RollbackWFMinorStep should be:
® Trueif the workflow request was rolled back without error

® False if the workflow request was not able to be rolled back, or
the method threw an error.
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EditWFMinorStep

This method updates the workflow step (by launching your workflow request again) after it has already been completed.
Implement this method if you want to be able to relaunch your web page after it has been completed without having to roll
back to its workflow step.

Table 5-16 « Custom Web Page Web Method: EditWFMinorStep

Parameter Type Parameter Description
Input strAppID The unique identifier for the workflow request in the Workflow
Manager database.
strWFMajoritemID The unique identifier for the workflow phase in the Workflow
Manager database, which contains the workflow step launching your
web page.
strWFMinoritemID The unique identifier for the workflow step in the Workflow Manager

database which launches your web page.

strPersonID The unique identifier in the Workflow Manager database for the
account of the person currently completing the workflow request.

nWFMinorType The workflow step type - always needs to be set to 10 (Custom Step
Type).
Output boolean The return value of EditWFMinorStep should be:

® True if the workflow step was updated without error

®  False if the workflow step was not able to be updated, or the
method threw an error.

Note - When an action has been performed on a custom web page, you may need to manually refresh the Workflow Manager
Workflow Request page to see any changes (such as completing or rolling back to the web page’s workflow step).

HTTP GET Protocol Example

The example below shows you how to create a custom web page using the HTTP GET protocol for consuming a web service.
Other protocols can also be used, like HTTP POST and SOAP.

//This method is called when page is loaded

void Page_Load(Object sender, EventArgs e)
{

//Displaying all the information received in the page from the Workflow Manager system through
//the URL for consumption of web services

//Web Service Location
this.lblWebServLocTxt.Text = HttpContext.Current.Request.QueryString["WebServiceURL"];
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this.striebServiceLoac = HttpContext.Current.Request.QueryString["WebServiceURL"];

//Application ID
this.lblAppIdTxt.Text = HttpContext.Current.Request.QueryString["ApplicationID"];
this.strAppId = HttpContext.Current.Request.QueryString["ApplicationID"];

//Major Item Id
this.1lblMajorItemIdTxt.Text = HttpContext.Current.Request.QueryString["WFMajorItemID"];
this.strWFMajorItemID = HttpContext.Current.Request.QueryString["WFMajorItemID"];

//Minor Item Id
this.lblMinorItemTxt.Text = HttpContext.Current.Request.QueryString["WFMinorItemID"];
this.strWFMinorItemID = HttpContext.Current.Request.QueryString["WFMinorItemID"];

//Minor Type
this.lblMinorTypeTxt.Text = HttpContext.Current.Request.QueryString["MinorType"];
this.strWFMinorType = HttpContext.Current.Request.QueryString["MinorType"];

//Person Id
this.1lblPersonIdTxt.Text = HttpContext.Current.Request.QueryString["PersonID"];
this.strPersonID = HttpContext.Current.Request.QueryString["PersonID"];;

//Mode (New:Advance work flow ; Edit:Editing the Step; Rollback:Rollback)
this.lblModeTxt.Text =HttpContext.Current.Request.QueryString["EditType"];
this.strEditType = HttpContext.Current.Request.QueryString["EditType"];

//Clearing any previous error
1blErr.Text = "";

//Changing the name of the Submit button according to the edit mode

if(streEditType == "New")
this.btnSubmit.Text = "Advance WorkFlow";
else if(strEditType == "Edit")

this.btnSubmit.Text = "Edit Custom Step";
else if(strEditType == "Rollback")
this.btnSubmit.Text = "Rollback";

//This method is called when Submit button is clicked
private void btnSubmit_Click(object sender, System.EventArgs e)

{

string retStr = "false";//String to hold return value of Web service called

/*

HTTP GET method is used for consuming the Web service

1. Query string containing all key value collection for the method signature of
the web service's web method is created

2. The query string is concatenated with "webservicelocation/webMethod"

3. A web request is sent to the web service.

4. The response is stored in an XML document and, using XPath query, the result is found.

5. The result is checked for True value, and if True, the parent page is refreshed and the
present page is closed.

*/

//Query String containing all key value collection for the method signature
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// of the web service's webmethod is created

string querystring ="strAppID=" + this.strAppId + "&WFMajorItemID=" + this.strWFMajorItemID +
"&WFMinorItemID="+ this.strWFMinorItemID + "&PersonID="+ this.strPersonID +

"&nWFMinorType="+ this.strWFMinorType ;

//The query string is concatenated with "webservicelocation/webMethod"
string uri = this.strlWebServicelLoac +"?"+ querystring;

try

{

//A web request of "GET" type is created.
System.Net.WebRequest newReq = WebRequest.Create(uri);
newReq.Method = "GET";

//A web request is send to the web service and the web response is stored in ReceiveStream.
WebResponse res = newReq.GetResponse();
Stream ReceiveStream = res.GetResponseStream();

//The response is converted into XML document
XPathDocument document = new XPathDocument(ReceiveStream);

//XML navigator is created for using XPath query in the XML document to find the result
XPathNavigator nav = document.CreateNavigator();

//XML document is queried for the result of the webmethod ("bool")
XPathNodeIterator nodes = nav.Select("//bool");

//Result is stored in the retStr string
retStr = nodes.Current.Value;

}

catch(Exception ex)

{

//Displaying the exception error
1blErr.Text = ex.Message;

}

//If the result of the web method of the web service is true, then do the follwing

//1. Refresh the parent window of window.opener.location = window.opener.location.href
//  refreshes the Workflow Manager page which opened the current page.

//2. Close the present window (self.close()).

//Note: If we do not refresh the parent window, then we will not be able to see

//the changes of the web service in Workflow Manager.

if(retStr.Trim() == "true")

{
StringBuilder sb = new StringBuilder();
sb.Append("<SCRIPT>window.opener.location = window.opener.location.href;
self.close();<" + "/SCRIPT>");
this.Page.RegisterClientScriptBlock("customWebPageScript",sb.ToString());

}
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Defining a Workflow Phase with a Phase Type of AdminStudio Phase

You can define a Workflow Manager workflow phase so that it is performed in its entirety as an AdminStudio project. When
the last task of an AdminStudio project is marked complete in AdminStudio, the Workflow Manager workflow phase is
automatically marked 100% complete on the Workflow Manager Workflow Request page and the workflow is advanced.

For detailed information, see Defining a Workflow Manager Phase as an AdminStudio Workflow Project.

Including a Customer Acceptance Phase or Last Phase

Before completing a phase or a workflow request, you may require a customer to approve some work done. Alternatively,
you may need to ensure that certain administrative tasks get performed before a workflow request is marked as complete.
There are two phase types you may use in these situations.

® Customer Acceptance Phase—Create a phase with this type if you require a customer to approve work done before
the phase is marked as complete.

® Last Phase—Use this phase if certain administrative tasks need to be performed before a workflow request is marked
complete.

Specifying Email Templates for Workflow Steps

When you create a template, you can specify which email template should be used when a workflow step is initiated, rolled
back, edited or completed. Do this using the Email Templates fields provided with the Workflow Step Details. See
Managing Email Notifications for more information.

Email Templates
When the workflow WEFAdvanced.txt v
step is initiated:

When the workflow WEFRollback fxt v
step is rolled back:

When the workflow WFStepEdit.tet v
step is edited:

When the workflow WFCompleted.txt v
step is completed:

Popup HTML file: SampleTemplatePopup.htm

Preview |

Figure 5-38: Email Template Options on Workflow Step Details View

File Upload Considerations in Requests

Workflow requests have two distinct components: the workflow component (where the workflow process is executed) and
the data component (where information needed to complete the request is collected from the consumer). Workflow
Manager allows data to be collected using a number of different methods, including free text entry, selecting one of many
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options, making multiple selections from a list, and so on. Workflow Manager also supports file uploads. People
completing workflow requests can upload files, such as documents or executables, in support of their request or work they
have done on the request, and the uploaded files are then saved to a predefined folder on the Workflow Manager server.

If a data collection step contains a data element of type Document Upload, Application Upload, Upload Folder Content,
Dependency Upload, or Downloadable File Upload, the person completing the workflow request will be presented with
an Upload button.

Testing Instructions (if available) : Upload document files... |

Figure 5-39: Upload Button

Clicking this button will open the File Upload dialog, where one or more files may be uploaded. See File Upload Dialog Box
for more information.

Please note the following regarding Workflow Manager file upload support:

® No file size restrictions—There are no file restrictions. People can upload files of any size without causing a timeout
error. When uploading a file, Workflow Manager streams the data into a disk file, instead of receiving the entire upload
request in memory, so the only limitation to file size would be the amount of free disk space on the destination server.

® No limit on number of uploaded files—There is no limit to the number of files that can be uploaded.

Defining Automated AdminStudio Integration Workflow Steps

N

Edition - This feature is available when you have purchased AdminStudio Enterprise Edition.

Workflow Manager leverages AdminStudio’s web services APIs to provide out-of-the-box support for enhanced automation
data elements/workflow steps that make it possible to execute many AdminStudio tasks, such as:

® |mporting a package into the Application Catalog and performing testing
® Viewing test results

® Setting the target environment

®  Setting packaging formats

® Setting distribution points

® Publishing applications

® \iewingreports

® Viewing and setting application properties

This enhanced integration helps AdminStudio users leverage the built-in functionality of Workflow Manager, including
approvals, email, issues, conditional logic, custom pages, reports, and integration with AdminStudio Inventory and
Rationalization and FlexNet Manager Suite.

You can edit the out-of-the-box automation templates (Application Readiness Process Template or Mobile Application
Request Template) or create new templates that incorporate these AdminStudio tasks by using the AdminStudio-related
workflow step types and data element data types.
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Important - Please note the following before executing the workflow:

AdminStudio does not need to be installed on the same machine as Workflow Manager to use this integration. The only
requirement is that AdminStudio and Workflow Manager must be connected to the same Application Catalog database.

Make sure the port 8086 is open for communication in the machine where AdminStudio is running.

Make sure AdminStudio host process is running on the AdminStudio machine

Enter the AdminStudio Url in your Workflow Manager Settings >> Company Preferences >> Company Name >>
AdminStudio Url, See Setting Preferences on the Company Preferences Page

Using Workflow Manager’s automated AdminStudio integration features, you can perform the following tasks as part of a
workflow request:

Selecting Existing AdminStudio Packages

Importing New Packages into AdminStudio

Testing Packages and Viewing Test Results
Distributing Packages

Specifying Package Formats and Target Environments
Adding Reports to Workflow Requests

Displaying Package Properties in a Workflow Request

Setting Package Properties in a Workflow Request

Selecting Existing AdminStudio Packages

232

You can create a workflow step that prompts the requester to select existing packages from the AdminStudio Application
Catalog. Once you associate packages with a workflow request, you can perform other AdminStudio tasks on those
packages as part of subsequent workflow steps such as performing testing in AdminStudio, viewing test results, and
distributing packages to specified distribution systems such as System Center Configuration Manager.

To create a workflow step that prompts the requester to select existing packages from an Application Catalog, you first

create a data element with a data type of Existing AdminStudio Package.

Next, you associate the data group containing that data element to a workflow step (either at initial submission or later in
the workflow). When that workflow step is displayed to the requester, they will be prompted to click the Click to select the
package button.
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Enter or review the data that is submitted as part of this workflow step.

Page 1 of 1: Specify Package

SEleerpRdiERE Click to select the packages

Select the Package

MNone selected.

AdminStudio group« :
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Figure 5-40: “Existing AdminStudio Package” Data Element in a Workflow Step / Initial View

When you click the Click to select the package button, the Existing Packages in AdminStudio page opens, which lists all

packages in the AdminStudio Application Catalog.

Existing Packages in AdminStudio

7 results returned 20 ¥ rows per page

D l = Y Enter search text

Select the packages to add to the list.

Package name

AcroRead.msi

BlackBerry.msi

setup.msi

Cognos DecisionStream.msi
FileZilla_3.2.4.1_win32-setup.appv

iMovie.dmg

OOoOOoOoOoOoOoogl

acad.msi

Figure 5-41: Existing Packages in AdminStudio Page

After you select the packages you want to attach to the workflow request and click Apply, the selected packages are listed

in the Select the Package table.
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Data Entry

Enter or review the data that is submitted as part of this workflow step.

Page 1 of 1: Specify Package
Select patkage-:: Click to select the packages

Select the Package

1#! AcroRead.msi
1#! BlackBerry.msi

¥ camtasia.msi

Adminstudio group+:  wFM Applications

Figure 5-42: “Existing AdminStudio Package” Data Element in a Workflow Step / Packages Selected

When you click Submit, the packages are then associated with the workflow request and are available when invoking
AdminStudio Integration tasks in subsequent workflow steps.

To create a workflow step that prompts the requester to select existing AdminStudio packages to associate to the workflow
request, perform the following steps:

Task To create a workflow step to select existing AdminStudio packages:
1. Open a workflow template on the Template Details page, as described in Creating a New Template.
2. Add anew data element to a data group, either one collected at initial submission or later in the workflow.
3. Enteraname for this data element in the Description field.

4. SetData type to Existing AdminStudio Package.
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Data Element Details

* . N .
DS phon: Select Existing AdminStudio Package

*Required: '® Yes U No

*Sort order: 20
Help text:
“Data type: Existing AdminStudio Package v

Data element condition

Define Condition

5. Associate the data group containing that data element to a workflow step.

Importing New Packages into AdminStudio

Note « This feature requires that Workflow Manager be connected to the same Application Catalog database as AdminStudio.

Workflow Manager includes data element data types and a workflow step type that enable you import new packages into
the AdminStudio Application Catalog. Just like when existing AdminStudio packages are selected (as described in
Selecting Existing AdminStudio Packages), once you import packages as part of a workflow step, you can perform other
AdminStudio tasks on those packages as part of subsequent workflow steps such as performing testing in AdminStudio,
viewing test results, and distributing packages to specified distribution systems such as System Center Configuration
Manager.

This section describes the two methods of importing packages into AdminStudio, involving two data element data types
and a workflow step type that processes the import.

® Supported Package Deployment Types for Import

® Uploading Individual Packages

Uploading Uncompressed Setup Files

Uploading Packages from a Directory

® Creating a Workflow Step to Process the Import

Supported Package Deployment Types for Import
Workflow Manager supports importing most of the deployment types that are supported by AdminStudio:
®  Microsoft Windows Installer package (.msi)

® |nstallation package (.exe)
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® Mac OS X diskimage (.dmg)

® Mac OS Xinstaller package (.pkg)

®  Microsoft App-V virtual package (.sft, .appv)

®  Symantec Workspace virtual package (.xpf)

® VMware ThinApp virtual package (.exe)

®  Citrix XenApp virtual package (.profile)

® AppleiOS mobile application (.ipa)

®  Microsoft Windows Store application (.appx)

® Google Android mobile application (.apk)

To specify the import formats you want to Workflow Manager to support, you can edit the AdminStudio Import Formats

field on the new Company Preferences page. In this field, supported file extensions are listed, separated by commas.

Admin5tudio Import Formats msi, exe, ipa, apk, appx, xpf, sft, appv, profile, I

Figure 5-43: AdminStudio Import Formats Field on Company Preferences Page
Note - For more information, see Setting Preferences on the Company Preferences Page.

If you create a workflow step that includes the import of packages from a specified directory, Workflow Manager will only
import the packages of the deployment types that are specified in the AdminStudio Import Formats field. By default, all
supported deployment types are specified.

Uploading Individual Packages

When you add a data element with a data type of AdminStudio Package Upload to a workflow template, and associate
that data element with a workflow step, the requester is prompted to click a button to upload packages from any
accessible location.

Data Entry

Enter or review the data that is submitted as part of this workflow step.

Page 1 of 1: Upload AS Packages

Import Packages to AdminStudio- : Upload Workflow files...

AdminStudio Group - :

Submit

Figure 5-44: “AdminStudio Package Upload” Data Element in a Workflow Step

When the you click the Upload Workflow files button, the File Upload dialog box opens.
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Click Browse, to select a file, and then click Upload.
You can upload multiple files.

| Drop file(s) here Browse...

Upload

Figure 5-45: File Upload Dialog Box / No Files Selected
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On the File Upload dialog box, you can select multiple files by clicking Browse multiple times. All selected files will be

listed.

File Upload

Click Browse, to select a file, and then click Upload.
You can upload multiple files.

Drop file(s) here

Upload

UltraEdit.msi
FileZilla_3.2.4.1_win32-setup.appv
AcroRead.msi

Evernote 5.2.3.ipa
XMLNotepad2007.xpf

Remove
Remove
Remove
Remove

Remove

Figure 5-46: File Upload Dialog Box / Files Selected

When you have finished selecting files, click Upload. Progress messages will be listed.

File Upload

Click Browse, to select a file, and then click Upload.
You can upload multiple files.

Drop file(s) here Browse...

Upload Complete for the file AcroRead.msi of (3458 KB)

Upload Complete for the file FileZilla_3.2.4.1_win32-setup.appv of (6535 KB)
Upload Complete for the file XMLMNotepad2007.xpf of (2111 KB)

Close

Figure 5-47: File Upload Dialog Box / Upload Complete

You then click Close to return to the workflow step.

On the transform files tab, click the Upload button to transform the files to support the MSI package.
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Task
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Data Entry

Enter or review the data that is submitted as part of this workflow step.

Page 1 of 1: Upload AS Packages

Import Packages to AdminStudio- : Upload Workflow files...

AdminStudio Group - :

Submit

Figure 5-48: Transform Files with MSI Package

0

nce the transformed files are uploaded, then click Submit to complete the step. At that point, a subsequent workflow

step begins processing the import, as described in Creating a Workflow Step to Process the Import.

The AdminStudio Package Upload method is not recommended to import large packages because of the length of time it
takes to upload and test, and also because it requires you to manually select all dependent files, such as .mst and .cab
files. When importing larger files and files with dependent files, you should use the AdminStudio Package Upload from
Import Path method, as described in Uploading Packages from a Directory.

o

reating an “AdminStudio Package Upload” Data Element

To create a workflow step that prompts the requester to upload individual packages to the AdminStudio Application

Catalog, perform the following steps:

To create a workflow step to upload individual packages:

1. Open a workflow template on the Template Details page, as described in Creating a New Template.

2. Add anew data element to a data group, either one collected at initial submission or later in the workflow.
3. Enteraname for this data element in the Description field.

4. SetData type to AdminStudio Package Upload.
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Data Element Details

Ve Import Packages to AdminStudio

*Required: ® Yes U No

*Sort order: 10
Help text:
“Data type: AdminStudio Package Upload v

Data element condition

Define Condition

5. Associate the data group containing that data element to a workflow step.

6. Add another subsequent workflow step to process the import, as described in Creating a Workflow Step to Process the
Import.

Uploading Uncompressed Setup Files

When you add a data element with a data type of AdminStudio Package Content Upload to a workflow template, and
associate that data element with a workflow step, the requester is prompted to click a button to create a folder structure,
and upload an application and supporting files from any accessible location.

Data Entry

Enter or review the data that is submitted as part of this workflow step.

Current Page: Group

Upload - :
Upload Package Content

Package File: R

Clear

Transform file:

2
®

Group name-: Test

Figure 5-49: “AdminStudio Package Content Upload” Data Element in a Workflow Step
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0

Tip - You can use clear button @ 1o clear the selected Package File and Transform File.

When the you click the Upload Package Content button, the Upload windows pane opens.

€& Upload - Google Chrome — = e
@ localhost:55767/WFProgress/UploadFolderStructure
Package File: ® g _Asfiles\Adobe Frame Mal

Transform file

Path: .ihéﬁigswslgﬁfame Maker 6.0 : cs = Filter by: |

& 9_asfiles (3 4 o_asfiles » Adobe Frame Maker 6.0
= Adobe Frame Maker 6.0 [0
= Common [ o o =
& Adobe(= £ ] —

TypeSptLa
web 3 - Common program files

= program files [

& Adobe(3 =
& Acrobat 4.0(3 ‘ =

& Distilir (3 System32 Adobe Frame... Adobe Frame...
Data (@
ICCProfiles (=
Settings [ ‘ W
Startup L3
Xtras (3
= Help @
ENU (3O

Adobe Frame..

& Resource (3 -

> 5 [Drop file(s) here Upload
-

Figure 5-50: Upload windows pane

On the Upload windows pane, you can select multiple files using Browse option.
When you have finished selecting files, click Upload. Progress messages will be listed.

All uploaded files will be moved to the selected folder structure. Select the Package File radio button, and select an
application file which you want to import into the AdminStudio catalog.

Select the Transform File radio button, and select the relevant supporting file which has to be imported along with a
selected application file into the AdminStudio catalog.

You then click Close to return to the workflow step.
You can see the uploaded Package File and Transform File, then click Submit to complete the step.
At that point, a subsequent workflow step begins processing the import, as described in Creating a Workflow Step to

Process the Import.

Creating an “AdminStudio Package Content Upload” Data Element

To create a workflow step that prompts the requester to upload uncompressed setup files to the AdminStudio Application
Catalog, perform the following steps:
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1. Open a workflow template on the Template Details page, as described in Creating a New Template.

2. Add anew data element to a data group, either one collected at initial submission or later in the workflow.

3. Enteraname for this data element in the Description field.

4. SetData type to AdminStudio Package Content Upload.

Data Element Details

*Description:

*Required:

*Sort order:

Help text:

*Internal Name;

*Data type:

Upload

® Yeg L No

10

Del

AdminStudio Package Content Upload

Data element condition

Define Condition

5. Associate the data group containing that data element to a workflow step.

6. Add another subsequent workflow step to process the import, as described in Creating a Workflow Step to Process the

Import.

Uploading Packages from a Directory

To solve the problems of importing large files and uploading all dependent files, you can instead add a data element with
the data type of AdminStudio Package Upload from Import Path to a workflow template. When using this type of data
element, dependent files are automatically imported along with the selected packages, and you are able to use Workflow
Manager to perform other tasks while the files are being imported and tested. All packages of the specified deployment
types in the selected directory will be imported.
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With a data element with this data type, the requester is first prompted to copy the files that they want to upload into the
workflow-request-specific subdirectory, which was created automatically when the workflow request was created.
Data Entry

Enter or review the data that is submitted as part of this workflow step.

Page 1 of 1: Import Package
AdminStudio Group = :

Select Package- :

- Packages in Upload directory S

There are no supported files in the folder
Copy files to be uploaded to C:\AdminStudioWebComponents_2018\SHAREPATH\UNCPath'FullShot_WF18

Figure 5-51: “AdminStudio Package Upload from Import Path” Data Element / Initial View

Note » The root path to this import directory is specified in the AdminStudio Import Base Directory field on the new
Company Preferences page. For more information, see Setting Preferences on the Company Preferences Page.

After you copy the packages to the correct location and click the Refresh button in the table heading row, those packages
will be listed in a selection table.
Data Entry

Enter or review the data that is submitted as part of this workflow step.

Page 1 of 1: Import Package
AdminStudio Group = : WFM Applications

Select Package - : n Packages in Upload directory S
]

AcroRead.msi
| camtasia.msi

| setup.msi

Figure 5-52: “AdminStudio Package Upload from Import Path” Data Element / Files Listed

The files of the selected deployment types will be listed in the Packages in Upload Directory column, but dependent files
(.mst, . cab, etc.) will not be listed.

After you click Submit to complete the step, a subsequent workflow step begins processing the import, as described in
Creating a Workflow Step to Process the Import.
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Creating an “AdminStudio Package Upload from Import Path” Data Element

To create a workflow step that prompts the requester to upload a directory of packages in a specified path to the
AdminStudio Application Catalog, perform the following steps:

Sa
Task To create a workflow step to upload a directory of packages:
1. Open a workflow template on the Template Details page, as described in Creating a New Template.
2. Add anew data element to a data group, either one collected at initial submission or later in the workflow.
3. Enteraname for this data element in the Description field.
4. SetData type to AdminStudio Package Upload from Import Path.
Data Element Details
Eeonton Select Packages
A
*Required: ® Yes O No
*Sort order: 10
Help text:
*Data type: AdrminStudio Package Upload from Import ¥
Data element condition
5. Associate the data group containing that data element to a workflow step.
6. Add another subsequent workflow step to process the import, as described in Creating a Workflow Step to Process the

Import.

Creating a Workflow Step to Process the Import

After you create a data group containing a data element with a data type of AdminStudio Package Upload, AdminStudio
Package Content Upload or AdminStudio Package Upload from Import Path, you need to first collect the data group in
a workflow step. However, the actual import is automatically performed by a subsequent workflow step that references
the “import” data element.
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To create a workflow step to process the import of the specified packages, you need to create a subsequent workflow step
with the new step type of AdminStudio Integration and the additional specification of AdminStudio Task of Package
Import.

The Package Import task of an AdminStudio Integration workflow step type requires you to collect two parameters:

®  Group—Select the data element that contains the name of the group in the Application Catalog into which to import
the packages.

® PackagePath—Select the data element that instructed the user to select the packages to import.

When this workflow step is launched, packages are submitted for import one-by-one. This helps Workflow Manager
support multiple users performing imports simultaneously and does not monopolize AdminStudio.

When the requester clicks Submit, the progress of the import is listed in the Status column.

Package Import is In progress

Package Filename Adminstudio Package Rowld

. sz
AcroRead.msi 0 In progress

o A1}
camtasia.msi 0 In progress

. LT
setup.msi 0 In progress

Figure 5-53: Package Importis In Progress Page

Because importing can take some time, you are permitted to exit from this screen while the import takes place. The import
will continue in the background. You can return to the Progress tab of the Workflow Request page periodically to check
on the progress of the import.

When the import is complete, Completed is listed in the Status column. You can then click the Complete Step button to
complete this workflow step.
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Package Import is Completed

AcroRead.msi 9 Completed
camtasia.msi 10 Completed
setup.msi 11 Completed

! Enter time spent

Enter the time it took to complete this step in either minutes
or hours,

Time spent unit:  'Hour
®Minute

Elapsed time 0

) Send additional email notifications

Complete Step

Figure 5-54: Package Import is Complete Page

If there is an error during import, an error message will appear in Status column and you will be able to click on a link for
more information.

Creating an “AdminStudio Integration > Package Import” Workflow Step

To create a workflow step that imports packages selected in previous workflow steps into the AdminStudio Application
Catalog, perform the following steps:

Task To create a workflow step to upload a directory of packages:
1. Open a workflow template on the Template Details page, as described in Creating a New Template.

2. Add adata element that prompts the requester to select packages to upload, as described in Uploading Individual
Packages and Uploading Packages from a Directory) and associate that data element’s data group with a workflow
step.

3. Create a subsequent workflow step with the step type of AdminStudio Integration and the additional specification of
AdminStudio Task of Package import.
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Workflow Step Details

*Description:

*Step type:

*Track for workflow
SLA:

*Track for workflow

Import Package to Adminstudio

AdminStudio Integration

O Yes ® No

~ Yes'® No

step SLA:

Limit To Assigned
Users:

Due period (days): 0
Risk period (days): 0

*Sort order: 10

AdminStudion Integration

Package import A «

API method parameters

Data Element Default Value (2]

Group Adminstudio Workflowgroup Nam: ¥

AdminStudio Task:

PackagePath Upload Package r

4. Setthe Group parameter to the data element that contains the name of the group in the Application Catalog into
which to import the packages.

Note « If a group name containing an underscore character is specified for the Group data element, AdminStudio will
create an additional subdirectory for the portion of the name after the underscore. For example, if a group name of
WFMApplications was entered, the packages would be imported into a group in the Application Catalog named
WFMApplications. However, if WFM_Applications was specified, the packages would be imported into a subgroup
named Applications in a group named WFM.

5. Setthe PackagePath parameter to the data element that instructed the user to select the packages to import.

Testing Packages and Viewing Test Results

You can create a workflow step that performs AdminStudio testing on packages associated with a workflow request in an
earlier workflow step, as described in Selecting Existing AdminStudio Packages and Importing New Packages into
AdminStudio. You can also add a subsequent workflow step that displays those test results.

®  Running Package Tests

® Viewing Test Results
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Running Package Tests

To add a workflow step to a workflow template that will run AdminStudio tests on packages associated with the workflow
request, you select a Step type of AdminStudio Integration and select Run package tests from the AdminStudio Task
list. You also set the PackagelD parameter to the name of the data element that you have added to import packages or
select existing packages.

When this workflow step becomes the active step, testing will automatically be initiated.

Running Package tests

Adminstudio Package
Package Filename Rowld Status

In

Blender.msi 1 "
progress
oIn

CloudShareRDP_Win64_setup.msi 38 "
prograss
In

snagit.exe 49 "~
prograss

Figure 5-55: Package Testing In Progress

When testing is complete, the word Completed will appear in the Status column and you can click Complete Step to
complete this workflow step.
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Running Package tests

Adminstudio Package
Package Filename Rowld Status

Blender.msi 1 Completed
CloudShareRDP_WinG4_setup.msi | 38 Completed
snagit.exe 49 Completed

|#! Enter time spent

Enter the time it took to complete this step in either minutes
or hours,

Time spent unit:  “'Hour
®Minute

Elapsed time 0

) Send additional email notifications

Complete Step

Figure 5-56: Package Testing Complete

Creating an “AdminStudio Integration > Run Package Tests” Workflow Step

To create a workflow step that tests packages that were specified in previous workflow steps, perform the following steps:

248

To create a workflow step to run package tests:
1. Open a workflow template on the Template Details page, as described in Creating a New Template.

2. Add adataelement that prompts the requester to attach packages to the workflow request, as described in Selecting
Existing AdminStudio Packages and Importing New Packages into AdminStudio, and associate that data element’s
data group with a workflow step.

Note « Ifimporting new packages, you must also add a workflow step to process the import, as described in Creating a
Workflow Step to Process the Import.

3. Create a subsequent workflow step with the step type of AdminStudio Integration and the additional specification of
AdminStudio Task of Run package tests.
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Workflow Step Details

*Description: Test Package
*Step type: AdminStudio Integration v
*Track for workflow O Yes ® No
SLA:
*Track for workflow O Yes ® No
step SLA:
Limit To Assigned ||
Users:
Due period (days): 0
Risk period (days): 0
*Sort order: 10

AdminStudion Integration

AdminStudio Task: Run package tests v

API method parameters

Data Element Default Value (7]

Packageld Select Existing AdminStudio P ¥

4. Setthe Packageld parameter to the data element that instructed the user to specify packages.

Viewing Test Results

To add a workflow step to a workflow template that will display AdminStudio test results for packages that have been
tested in a previous workflow step (as described in Running Package Tests), you select a Step type of AdminStudio
Integration and select Get test results from the AdminStudio Task list. You also set the PackagelD parameter to the
name of the data element that you have added to import packages or select existing packages (the same data element you
selected in the AdminStudio Integration > Run package tests workflow step).

When this workflow step becomes the active step, test results will automatically be displayed. The test results for the
package selected in the Select Package list are displayed. Make selections from this list to display the test results for all
tested packages.
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Test Summary Results

Select PaCkaQE: CloudShareRDP_Win64_setup.msi ¥

Best Practices and Risk Assessment g1 ]

Windows Installer Internal Consistency Evaluators

Windows & 64-bit

Windows Server 2012 30 0 0 0

Windows 10 64-bit

Application Virtualization Compatibility

Microsoft App-V 5.x Compatibility Installer Analysis Tests

Symantec Workspace Virtualization Compatibility Installer Analysis
Tests

VMware ThinApp 5.x Compatibility Installer Analysis Tests 22 1 0 0

#| Enter time spent

Enter the time it took to complete this step in either minutes
or hours,

Time spent unit:  “'Hour
* Minute

Elapsed time o

) Send additional email notifications

Complete Step

Auto Fix Issues
Test Category Executed Available | Suppressed | Assessment

0

Overall

o0

o

o

Figure 5-57: Test Results

After viewing these test results, click Complete Step to complete this workflow step.

Creating an “AdminStudio Integration > Get Test Results” Workflow Step

To create a workflow step that displays test results of packages that were specified and tested in previous workflow steps,

perform the following steps:

Task To create a workflow step to display test results:

1. Open a workflow template on the Template Details page, as described in Creating a New Template.

2. Add adata element that prompts the requester to attach packages to the workflow request, as described in Selecting
Existing AdminStudio Packages and Importing New Packages into AdminStudio, and associate that data element’s

data group with a workflow step.
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Note « Ifimporting new packages, you must also add a workflow step to process the import, as described in Creating a
Workflow Step to Process the Import.

3. Add aworkflow step that tests the specified packages, as described in Running Package Tests.

4. Create a subsequent workflow step with the step type of AdminStudio Integration and the additional specification of
AdminStudio Task of Get test results.

Workflow Step Details

“Description: View Test Results
*Step type: AdminStudio Integration v
*Track for workflow O Yes ® No
SLA:
*Track for workflow 2 Yes'® No
step SLA:

Limit To Assigned L

Users:
Due period (days): 0
Risk period (days): 0

*Sort order: 20

AdminStudion Integration

AdminStudio Task: Eeiimm il v

APl method parameters

Data Element Default Value @

Packageld Import Packages to Admini ¥

5. Setthe Packageld parameter to the data element that instructed the user to specify packages.

Distributing Packages

You can create a workflow step that will distribute packages associated with that workflow request to a distribution system
that is configured in AdminStudio. To distribute packages using Workflow Manager, you first need to create a data element
that identifies the named connection to the distribution system, and then you need to add a workflow step to perform the
distribution.

®  Setting Distribution System Connections

® Distributing Packages
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Setting Distribution System Connections

Before you can distribute packages to a distribution system, you need to create a data element with the data type of
AdminStudio Distribution Connections. In the Select Options field, select which of the named connections to
distribution systems defined in AdminStudio that you want to provide as an option in this workflow.

Data Element Details

*Description: B
SRCLERCT Select distnbution system

*Required: ® Yes O No

*Sort order: 20

Help text:

“Data type: AdminStudio Distnbution Connections r

“Select Options: [
i T

Data element condition

Define Condition

i

Figure 5-58: Creating a Distribution Connection Data Element

In addition to creating this data element, you need to also create a data element that prompts the user to specify the name
of the group on the distribution system where you want to distribute the packages.

Distributing Packages

To add a workflow step to a workflow template that will distribute packages that have been associated with a workflow
request in a previous workflow step (as described in Selecting Existing AdminStudio Packages and Importing New
Packages into AdminStudio), you select a Step type of AdminStudio Integration and select Publish application from the
AdminStudio Task list.

When this workflow step becomes the active step—after the user has associated packages, selected the distribution
system, and specified the distribution system group in a previous workflow step—distribution begins and progress is
displayed in the Status column. When distribution is complete, the word Completed appears in the Status column. If there
was an error in distribution, there will be a More Details link you can click to get more information, and a Refresh button
you can click to attempt distribution again.
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Package Publish Process

Package Adminstudio Package
Filename Rowld Status

Blender.msi 1 Completed

SkypeSetup.msi | 48 Completed

Error in Transaction
snagit.exe 49 Mare Details

Q

1 Enter time spent

Enter the time it took to complete this step in either minutes
or hours.

Time spent unit:  Hour
= Minute

Elapsed time 0

) Send additional email notifications

Complete Step

Figure 5-59: Distributing Packages

Note « When Workflow Manager uses AdminStudio to publish packages to System Center Configuration Manager, they are
published as applications.

Creating an “AdminStudio Integration > Publish Application” Workflow Step

To create a workflow step that distributes packages that were specified in previous workflow steps to a selected
distribution system, perform the following steps:

Task To create a workflow step to publish applications:
1. Open a workflow template on the Template Details page, as described in Creating a New Template.

2. Add adataelement that prompts the requester to attach packages to the workflow request, as described in Selecting
Existing AdminStudio Packages and Importing New Packages into AdminStudio, and associate that data element’s
data group with a workflow step.

Note - Ifimporting new packages, you must also add a workflow step to process the import, as described in Creating a
Workflow Step to Process the Import.
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3. Create a subsequent workflow step with the step type of AdminStudio Integration and the additional specification of
AdminStudio Task of Publish application.

Workflow Step Details

*Description: Distribute packages

*Step type: AdminStudio Integration v

*Track for workflow U Yes ® No
SLA:

*Track for workflow ! Yes ® No

step SLA:

Limit To Assigned &5
Users:

Due period (days): 5
Risk period (days): 5

*Sort orden: 10

AdminStudion Integration
AdminStudio Task:

Publish application A

AP| method parameters

Data Element Default Value Q

Application 1D Select existing packag ¥

A
TargetGroup Distribution system gi ¥

A
Connection Name Select distribution sys ¥

4. Setthe Application ID parameter to the name of the data element that you have added to import packages or select
existing packages.

5. Setthe TargetGroup parameter to the name of the data element that you have added to specify the distribution
system group name.

6. Setthe Connection Name parameter to the name of the data element that you have added to specify the distribution
system connection, as described in Setting Distribution System Connections.

Specifying Package Formats and Target Environments

You can use Workflow Manager to specify data about applications as part of an application rationalization process. For
example, after performing testing on an application, you may want to specify the supported target operating system for
the package. Or you may want to specify that you want to distribute the package in a different package format than its
current format, which may require application virtualization. You may also want to create workflow templates where
package format or target environment could be used as a branching condition.
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To perform this task, Workflow Manager includes two data element data types that provide built-in support for prompting
the user to specify the package format or target operating system environment of a package.

® Creating an AdminStudio Package Format Data Element

® Creating an AdminStudio Target Environments Data Element

Creating an AdminStudio Package Format Data Element

To create a data element to specify AdminStudio package format, create a data element with a data type of AdminStudio
Package Formats.

Data Element Details

Descnpion: Specify package format

*Required: ® Yes U No

*Sort order: 10

Help text:

*Data type: AdminStudio Package Formats v

*Select Options:
FeCt RN 1 Msi (msi) % | [ App-V 5.x @ppv) X |

Data element condition

Define Condition

Figure 5-60: AdminStudio Package Formats Data Element

You also need to click in the Select Options field and select the package formats you want to include in the selection list.
You can select multiple items from the list.
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SelectOptions: [T\ 1s1 (msi) % || App-V 5 (appy) X |

Snapshot (osc) -

Data element condi

Legacy (exe)
" Marimba (ncp)
Define Condition
App-V 4.x (sft)
p- VS tapy

Server App-V (sft)

Figure 5-61: Adding Package Formats to the List

When this data element is displayed in a workflow request, the user will be able make selections from a drop down list.

Data Entry

Enter or review the data that is submitted as part of this workflow step.

Page 1 of 1: Gather Data

Department « : sales v
Package format« : App-V d.x (sft) ¥
Target environment*:  windows 8.1 (x64) ¥

Figure 5-62: “AdminStudio Package Formats” Data Element

Creating an AdminStudio Target Environments Data Element

To create a data element to specify target environments, create a data element with a data type of AdminStudio Target

Environments.
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Data Element Details

*Description: ; :
SRS Specify target environment

*Required: ® Yes U No
*Sort order: 20
Help text:

*Data type: AdminStudio Target Environments v

*Select Options: ot e
S | Windows 8 (x64) X |

| Windows 8.1 (x64) % |
| Windows 10 (x64) X |

Data element condition

Define Condition
Create Delete

Figure 5-63: AdminStudio Package Formats Data Element

You also need to click in the Select Options field and select the target environments you want to include in the selection
list. You can select multiple items from the list.

*Data type: AdminStudio Target Environments v

*Select Options: o ot o a e
g | Windows 8 (x64) X |

| Windows 8.1 (x64) % |

Windows 7 (x64) -

Define Condition

Windows 10 (x64)

Data element condi

Windows 7 (x86)

Figure 5-64: Adding Target Environments to the List

When this data element is displayed in a workflow request, the user will be able make a selection from a drop down list.

The user can select multiple environment to import the package.
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Data Entry

Enter or review the data that is submitted as part of this workflow step.

Page 1 of 1: Gather Data

Department + : sales v
Package format - : App-V d.x (sft) ¥
Target environment*:  windows 8.1 (x64) ¥

Submit

Figure 5-65: “AdminStudio Target Environments” Data Element

Adding Reports to Workflow Requests

258

You can choose to display in a workflow request both AdminStudio reports specific to the packages associated with the
workflow request, and Application Catalog reports that display information on the entire Application Catalog.

® Showing AdminStudio Reports

® Showing Application Catalog Reports

Showing AdminStudio Reports

You can choose to display in a workflow request AdminStudio reports that are specific to the packages associated with the
workflow request. These are the same reports that are displayed on the Workflow Manager Application Catalog Reports
page.

To display AdminStudio reports in a workflow step, first associate packages with a workflow request, as described in
Selecting Existing AdminStudio Packages or Importing New Packages into AdminStudio. Then create a workflow step with
a step type of AdminStudio Reports and select the reports that you want to display from the Select Report Type list.
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Workflow Step Details

*Description: Display AdminStudio Reports

*Step type: AdminStudio Reports v
*Track for workflow O Yes '® No
SLA:
*Track for workflow O Yes ® No
step SLA:

Limit To Assigned =

Users:

Due period (days): 5
Risk period (days): )

*Sort orden: 30

*Select Report Type: . CEe T
bl | virtualization Suitability % |

| Compliance with Mobile Policies % |

| Identify Risky Behaviors % |

Figure 5-66: AdminStudio Reports Workflow Step

When an AdminStudio Reports workflow step is displayed in a workflow request, information specific to the packages

associated with the workflow request is displayed. If multiple report types have been specified in this AdminStudio Reports
workflow step, each report type is displayed in a new column.
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View AdminStudio Reports

Blender o o O
Skype™ 6.16 o (/] Q]
lyncentry_4351-1001_x64_en-us o o =
Snagit 12 _— —_ —
AcroRdrDC_1501620039_MUI —_ o —
Daylite Server Admin —_— (/] i

¥ Enter time spent

Enter the time it took to complete this step in either minutes
or hours,

Time spent unit:  “'Hour
®Minute

Elapsed time | g

(1) send additional email notifications

Figure 5-67: View Application Catalog Reports Workflow Step in a Workflow Request

Just as you can do in AdminStudio, you can click on an icon to see more detailed results.
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FLEXERA SCFTWARE"

- AdminStudio

Application Virtualization Compatibility with Overall Status - Warnings
Group 'Skype™ 6.16'

This report shows the application virtualization compatibility test results for M51 packages that have an overall compatibility status of

‘Warnings'. Only results for packages belonging to the group 'Skype™ 6.16" are shown. Each segment of the bar graph represents the
number of packages in a particular status category.

Application Virtualization Compatibility

Warnings
Il Ready
Il Mot Tested

Microsoft Microsoft VMware VMware  Citrix XenApp  Symantec
App-V App-V5 ThinApp ThinApp 5 Workspace
Virtualization

Note: Click on the chart segments to view more detailed reports.

Figure 5-68: AdminStudio Report: Drill Down Report for Selected Package

Showing Application Catalog Reports

You can choose to display in a workflow request Application Catalog reports that display information on the entire

Application Catalog. These are the same reports that are displayed on the Workflow Manager Application Catalog Reports
page.

To display Application Catalog reports in a workflow step, create a workflow step with a step type of Application Catalog
Reports and select the reports that you want to display from the Select Report Type list.
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Workflow Step Details

*Description:

*Step type:

*Track for workflow

SLA:

*Track for workflow
step SLA:

Limit To Assigned
Users:

Due period (days):

Risk period (days):

*Sort order:

*Select Report Type:

Display Application Catalog Reports

Application Catalog Reports

O Yes ® No

U Yes @ No

20

Operating System Compatibility x
Group Dashboard

Application Virtualization
Compatibility Dashboard

"]

| Windows Installer Best Practices % |

| Windows Installer Conflicts X |

Figure 5-69: Application Catalog Reports Workflow Step

Note « Ifyou have added custom .rdlc reports to Workflow Manager, those reports would also be available for selection in the
Select Report Type list.

When an Application Catalog Reports workflow step is displayed in a workflow request, users are prompted to click links to
open each of the selected reports.
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View Application Catalog Reports

Click the below links ta view the report.

Application Readiness Dashboard | Overall Package Testing Results
Operating System Compatibility Group Dashboard | Virtualization Compatibility Group Dashboard

¥ Enter time spent

Enter the time it took to complete this step in either minutes
or hours,

Time spent unit:  ““'Hour
®Minute

Elapsed time 0

() send additional email notifications

Complete Step

Figure 5-70: View Application Catalog Reports Workflow Step in a Workflow Request

When you click on one of the links, the reports opens in a new window.

AdminStudio’
Overall Test Results for Windows Installer Packages

In this report, an icon indicates the test status of each Windows Installer package in the Application Catalog for all Test Center test
categories, including OS compatibility, application virtualization compatibility, Windows Installer best practices, and conflict
testing. Click on a row to see historical information for a package.

Package Name Windows | Windows | Windows | Windows | Windows | Windows/7 | Windows | Windows | Microsoft | Microsoft | VMware | VMware
10 64-bit | 1032-bit | 864-bit |832-bit |764-bit |32-bit 2008R2 | 2012 App-Vdx | App-V5 | ThinApp | ThinApp
5
e o J 0 J J J o
Amazon WorkSpaces o ’ o ' ’ ' o

CloudShare RDP Extension for IE

0 O 0O 0 9
® 00 9 9
0 O 0 9 9
e 0000000 990 @ 4

Figure 5-71: Application Catalog Report: Overall Package Testing Results

Displaying Package Properties in a Workflow Request

You can create a workflow step that displays selected properties for packages associated with a workflow request. The
following package properties can be displayed:

® Product Name
® Manufacturer

® Comments
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®  Product Version

® Product Code

® ProductLanguage
®  Flexera Identifier
® Flags

To display package properties in a workflow step, first associate packages with a workflow request, as described in
Selecting Existing AdminStudio Packages or Importing New Packages into AdminStudio. Then create a data element with a
data type of Get AdminStudio Property and select the properties that you want to display from the Select Options list.

Data Element Details

*i . 1 .
Lesoncs Display properties

*Required: ® Yes U No

*Sort order: 20
Help text:
‘Data type: Get AdminStudio Property b

*Select Options:
E | ProductName * | | Manufacturer X|

| ProductVersion % || ProductCode X |

| FID % || Flags % |

Data element condition

Figure 5-72: Get AdminStudio Property Data Element

When a Get AdminStudio Property data element is displayed in a workflow request, the properties you selected are listed
in table format.
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] —
2= Instructions

Enter Data and Complete Step

Display Properties «:

Adobe Systems {ACTEBABG-TADT-1033-

Adobe Reader B.msi Adabe Reader 8 800
Incorporated 7B44-A80000000002}
. Research In Motion {88313B08-3BB3-46Da-
BlackBerry.msi BlackBerry o 4.0.0.20
Limited AOC3-9F580C87411C)
. i Cognos {66079364-4F84-4FAL-
Cognos DecisionStream.msi Cognos 71

DecisionStream B26B-4E2232A2A23F}

1

Click Complete Step to mark this step as complete and advance the workflow to the next step.

Optionally, you can enter the time spent to complete this step and/or choose to send additional email notifications
regarding this step.

L Enter time spent

) Send additional email notifications

Complete Step

Performing Administrative Tasks

Figure 5-73: Get AdminStudio Property Data Element Displayed in a Workflow Request

Setting Package Properties in a Workflow Request

You can create a workflow step that enables users to set selected properties for packages associated with a workflow
request. For all packages associated with the workflow request, you can set a package property to the same specified
value. The following package properties, associated with publishing a package to App Portal, can be set:

Categories
Template
Keywords

Long Description
Brief Description

Manufacturer

To set a package property in a workflow step, first associate packages with a workflow request, as described in Selecting

Existing AdminStudio Packages or Importing New Packages into AdminStudio. Then create a data element with a data type

of Set AdminStudio Property, select the property that you want to set from the Property name list, and enter the
Property Value that you want to set.
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Data Element Details

*Description:

*Required:

*Sort order:

Help text:

*Data type:

Property Name:

Property Value:

Category

® Yes U No

10

Set AdminStudio Property

Categories

Software

Data element condition

Define Condition

Figure 5-74: Set AdminStudio Property Data Element / Categories Property

For example, if you want to set the App Portal category of all of the packages associated to a Workflow Request to Utilities,
you would select Categories from the Property Name list and enter Utilities in the Property Value list.

When a Set AdminStudio Property data element is displayed in a workflow request, the status of the property update is

listed.
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Enter Data and Complete Step

Category =
Software
Package Name Property Updated
Adobe Reader B.msi False
BlackBerry.msi False
Cognos DecisionStream.msi False

Keywords

software, marketing

Package Name Property Updated

Adcbe Reader E.msi False
BlackBerry.msi False
Cognos DecisionStream.msi False

Click Complete Step to mark this step as complete and advance the workflow to the next step.

Optionally, you can enter the time spent to complete this step and/or choase to send additional email notifications regarding this
step.

[ Enter time spent

) Send additional email notifications

Complete Step

Figure 5-75: Set AdminStudio Property Data Element Displayed in a Workflow Request

Defining Automated AdminStudio Workflow Steps That Use the iPlugin
Interface

You can use Workflow Manager’s IPlugin interface to import packages into the Application Catalog and perform validation
and conflict analysis as part of a Workflow Manager workflow step via command line using AdminStudio Application
Manager. This feature enables Workflow Manager to provide a programmatic way to automate the performance of conflict
detection and resolution on a Windows Installer package in a specific Application Catalog database.

® Defining an Automated Workflow Step
® About Custom Web Pages for Automated Workflow Steps

® Information on Using IPlugin

Defining an Automated Workflow Step

To define an automated import, validation or conflict analysis workflow step, you enter the following information in the
Workflow Step Details view:

® Setthe Step type to Automated Import, Automated Validation, or Automated Conflict Analysis.
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® |nthe Custom site URL text box, enter the external URL address to a custom web page that provides the end-user
instructions on how to complete this workflow step.

[®

Important - By default, the value of the Custom site URL field begins with either localhost or an IP address. In order
for this workflow step to work, this value must be modified to point to your Workflow Manager server.

Workflow Step Details

*Description: Import Package
“Step type: Automated Import v
*Track for workflow D Yes @ No
SLA:
*Track for workflow ' Yes ® No
step SLA:
Due period (days): 5
Risk period (days): 3

*Sort orden: 40

Email Templates

When the workflow WFAdvanced.bd v
step is inttiated:

When the workflow WFRollback.txt v
step is rolled back:

When the waorkflow WFStepEdit.txt v
step is edited:

When the workflow WFCompleted.tet b
step is completed:

Custom site URL: http://169.254.80.80/CustomWorkflow/Auton

Workflow step condition

Define Condition

Figure 5-76: Workflow Step with the “Automated Import” Step Type

m

When a user clicks this workflow step name on the Workflow Request page, Workflow Manager will run a user-supplied
IPlugin assembly that will programmatically do one of the following:

® Import a package that was uploaded in a previous workflow step into the Application Catalog.
® Validate a package that was imported in a previous workflow step.

e Perform conflict analysis on a package that was imported in a previous workflow step.
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After the IPlugin assembly completes, data will be sent back to Workflow Manager that will automatically mark this step
complete and advance the workflow.

About Custom Web Pages for Automated Workflow Steps

The custom web page that you specify needs to contain the code that runs your user-defined IPlugin assembly. By default,
Custom Site URL is set to one of the following default pages that is shipped with Workflow Manager:

Table 5-17 « Default Custom Site URLs for Automated Workflow Steps

Step Type Default Custom Site URL

Automated Import http://SITE_IP_ADDRESS/CustomWorkflow/AutomatedImportStep.aspx
Automated Validation http://SITE_IP_ADDRESS/CustomWorkflow/AutomatedvValidationStep.aspx
Automated Conflict http://SITE_IP_ADDRESS/CustomWorkflow/AutomatedConflictCheckStep.aspx
Analysis

By default, Custom Site URL is set to a page that is shipped with Workflow Manager.

[®

Important « By default, the value of the Custom Site URL field begins with either localhost or an IP address. In order for this
workflow step to work, this value must be modified to point to your Workflow Manager server.

Information on Using IPlugin

For additional information on setting up an Automated Import workflow step, see the following topics in the Using the
IPlugin Interface section:

® How to Use the IPlugin Interface.
® |Plugin Methods
® Data Passed in XML to IPlugin Methods

® Setting Up IPlugin Automation in Workflow Manager

[®

Important - In order for Workflow Manager to successfully perform an Automated Import Workflow Step, a Windows
Installer package must have been uploaded to Workflow Manager in a previous workflow step in that Workflow.

Selecting the Email Templates to Send at Step Initiation, Completion,
Update or Rollback

When you create a template, you can use the Email Templates fields in the Workflow Step Details area of the Template
Details page to select which email template to use when a workflow step is updated, completed, or rolled back.
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To specify email templates:
1. Open a workflow template on the Template Details page.
2. Onthe Workflow Phases tab, select a workflow step. The Workflow Step Details area opens.

3. Inthe Email Templates area, select a workflow template for each workflow step event:

Email Templates
When the workflow WFAdvanced.od v
step is initiated:

When the workflow WFRollback fxt v
step is rolled back:

When the workflow WFStepEdit.tet v
step is edited:

When the workflow WFCompleted.tit v
step is completed:

Popup HTML file: SampleTemplatePopup.htm

Preview |

4. Click Preview to preview the templates.

5. Click Update to save your edits.

Assigning Permissions and Notification Settings on a Workflow Template

270

You can assign permissions and email notification settings on a workflow template, and its individual workflow phases and
steps, on the Permission and Notification tabs of the Template Details page. Then, when you create a project using that
workflow template, the settings from the template would be copied to the project.

Note » You can override the default email notification settings for an individual workflow request, as described in Overriding
Default Email Notification Settings for an Individual Workflow Request.

On the Template Details page, the permission and email notification settings are displayed on two separate tabs:
Permission and Notification.

® Setting Permission Settings

® Setting Email Notification Settings

Setting Permission Settings

You specify permissions settings on the Permission tab of the Template Details page, which is available whenever a data
group, data element, workflow phase, or workflow step is selected.
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To set permission settings on a workflow template:

1. Open a workflow template on the Template Details page.

2. Select adata group/element or workflow phase/step in the tree.

3. Openthe Permission tab.

Add »

DH

= Application Request Review [®
Review Application Request

Review Comments

+ Application Packaging

= Application Initial Testing
Functionality Testing
Lockdown Testing

User Defined Testing

Application Testing Comments

= Application Compatibility

T

Conflict Database Connectivity

Conflict Analysis

Workflow Step Permissions

Role

Workflow Consumer

Application Requester Da
Application User Og
Configuration Manager Oa
License Manager Oga
Project Manager Og
Requester Only Oa
UA Tester Oa
User g

Workflow Administrator

Project Manager Og
Repackager og
SCAdmin Oga
System Administrator =] a
Tech Lead Og

Inherit/fovemide
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@ Step Details

d' Permissions

B Notifications

4. Ifyou have a workflow phase or data group selected, use the checkboxes in the Read and Write columns for each role
to specify permission settings.

5. Selections you make on a workflow phase/data group are inherited by their child workflow steps/data elements.
Therefore, when you select a workflow step/data element, the checkboxes are disabled. However, you can override

these settings.

To set a permission for a data element/workflow step that is different from the permission for the associated data
group/workflow phase, do the following:

a. Select the data element or workflow step in the tree control on the left. The check boxes in the Read and Write

columns are disabled.

b. Next to the Role that you want to edit, click the lock check box to unlock the check boxes. You are notified that
the role permission is inherited from the parent item and asked to confirm that you wish to stop this inheritance.

c. Click OK. The check boxes are now enabled.

d. Make desired selections in the Read and Write columns.

6. Click Update.

Setting Email Notification Settings

You specify email notification settings on the Notification tab of the Template Details page, which is available whenever a
workflow phase or workflow step is selected.
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-
Task To set notification settings on a workflow template:
1. Open a workflow template on the Template Details page.
2. Select a workflow phase or workflow step in the tree.
3. Open the Notification tab.
% ‘Workflow Phases
m Workflow Step Notifications
]
& Select Preferred Role: {Wurkﬂuw Administrator - Repackager '_i
Role Initiated B Edited | Completed il B Notifications
.
Workflow Consumer
Configuration Manager Ua
= Application Compatibility
Repackager g
Conflict SCAdmin Oa
= System Administrator a
4. |Ifyou have a workflow phase selected, use the checkboxes in the Initiated, Rolled Back, Edited, and Completed
columns for each role to specify notification settings.
5. Selections you make on a workflow phase are inherited its their child workflow steps. Therefore, when you select a
workflow step, the checkboxes are disabled. However, you can override these settings. To set a notification setting for

a workflow step that is different from the setting for its parent workflow phase, do the following:

a. Select the workflow step in the tree control on the left. The check boxes in the Initiated, Rolled Back, Edited,
and Completed columns are disabled.

b. Next to the Role that you want to edit, click the lock check box to unlock the check boxes. You are notified that
the role notification setting is inherited from the parent item and asked to confirm that you wish to stop this
inheritance.

c. Click OK. The check boxes are now enabled.

d. Make desired selections in the Initiated, Rolled Back, Edited, and Completed columns.

6. Click Update.
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Previewing a Template

Use the Preview Template option on the Template Details page to create a test workflow request using your template.
This enables you to view the workflow and test the workflow steps and branches while you are editing the template,

instead of needing to create a new project and workflow request, and then testing the workflow on the Workflow Request
page.

To preview a template:

1. Hover over the arrow next to the template’s name at the top of the Template Details page, and select Preview

Template from the drop-down menu.

Template Details

Define and edit the properties of this template.

Template name: Packaging Standard n

i=

Preview Template
§= Template £ Workfld '“

Validate Template

m View Template Report

View Workflow Summary

Clean Sample Workflows

2. The Preview Template page opens in a new browser window, displaying a copy of the workflow exactly as it will

appear on the Workflow Request page.

KA localhost:55767/T [PreviewT

?id=0d7b75be-6f27-46e2-acbe-15cf6705f594&templateld=b092ceb2-50b0-4c7a-913b-1385e75f2668&templ... — :'
[ localhost:55767/Template/PreviewTemplate?id=0d7b75be-6f27-46e2-acbe-15cf6705f594&templateld=b092ceb2-50b0-4c7a-913b-1385e75f2668&templateNa

Preview Template

A dummy Workflow is being used to preview this Template. Click Reset to reset the data you might have entered while previewing the Template. Resetting will set the Workflow to its first phase. Click Close to
clean the test dats and end the preview.

WOrkﬂOW Req UESt Packaging Standard_Test_Application { 39)

Project: Packaging Standard_Test_Project

=) Progress

1T 0re |2 ) 3 O 4 0

. Application Request Application Packaging Application Initial Application
Overview Review Testing b Compatibility Testing

Workflow

S o Current step in progress begun at:
9/13/2015 9:46:10 AM

. ‘ Data Entry
1. Application Request Review

) " Enter or review the data that is submitted as part of this workflow step.
® Review Application Request

Page 1 of 5

Application Vendor+ i 3
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3.  Work your way through the template as your consumers will, testing that it flows as you expect.

4. Toreturn the test workflow to its original state so you can begin again, click the Reset button.

5. Toclose the Preview Template window and return to the Template Details page, click Close.
Note « When you click Close to close the Preview Template window, the test project and workflow request) that
Workflow Manager created for you to check your template are deleted. If you close the window without clicking the Close

button, the test data will not be deleted, and will be included in Workflow Manager listings. To delete such residual test

data, click Clean Sample Workflows on the drop-down menu that appears when you hover over the blue arrow next to
the template name on the Template Details page.

Validating a Template

Use the Validate Template option on the Template Details page to analyze your current workflow for any obvious errors.

Task To validate a template:

1. Hover over the blue arrow next to the template’s name at the top of the Template Details page, and select Validate
Template from the drop-down menu.

Template name:  Packaging Standard n

i El Preview Template
é: Template = Workfl .
Validate Template

View Template Repc:rth
View Workflow Summary

Clean Sample Workflows

2. The Template Validation Results page appears in a new browser window, displaying the results of the analysis
performed by Workflow Manager.

s} localhost:55767/aspx/Templates/ValidateTemplate.aspx?TemplatelD.. - =
[4 localhost:55767/aspx/Templates/ValidateTemplate.aspx?TemplatelD=b092ceb2-

Template Validation Results
Packaging Standard

All Phases/Steps are analyzed to determine if they are valid. If any are invalid, the reasons will be listed.

Template Name: Packaging Standard
Validation Results: This Template is valid. I}

Close
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3. Ifyourtemplate isinvalid, the problem areas will be listed. A template may be invalid, for instance, if it includes a
workflow phase without any workflow steps, or a data group without any data elements.

4. Click Close to close the Template Validation Results page and return to the Template Details page.

Viewing the Template Report

The Template Report provides a summary of all information related to this template, including a listing of all data groups
and workflow phases in the template.

[3 localhost:55767 /aspx/Templates/TemplateReport.aspx?TemplatelD=c5701832-19df-4e9d-ae05-f519139fa193&Template|

s

Template Report
Software Request

Created: 7/19/2015 3:47:06 PM
Last Updated: 7/19/2015 3:47:06 PM
Last Updated By: suams

File Path URL: TemplateDocs
Template Owner: AMS_SYSTEM
Projects using this Template: No Projects found.
Workflow using this Template: 0

® Data ltems

Data Group Name:  User data
Sample File URL: TemplateDocs

Bew Rewmwr DmTpe ks
User Name Req'd: ¥ Web Services
Computer Name Req'd:Y  Web Services
Software Name Req'd:¥  Web Services
Priority Req'd: M Single select Drop-down Listhox
(Choices at right)

Justification Reqg'd: ¥ Textarea

Data Group Name:  Manager Approval
Sample File URL: TemplateDocs

Do you approve this request? Req'd: ¥ Radiobutton Yes
No

Comments Req'di N Textarea
License Allocated Req'd: N Web Services

Workflow ltems

Phase Mame:  Starting Form
Phase Type! Data Entry Phase- Enter Work

Get input from requestor  Data Entry/Edit  0x0

Send acknowledgement  Mormal 0x0 SampleTemplatePopup.htm  WFAdvanced.txt WFRollbacktxt WFStepEdittxt  WFCompleted. bt

Figure 5-77: Template Report
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Open the Template Reports window by hovering over the blue arrow next to the template’s name at the top of the
Template Details page, and selecting View Template Report from the drop-down menu.

Template Details

Define and edit the properties of this template.
Template name: Packaging 2018 n

= Preview Template
i= Template : iroups
Validate Template

View Template Report

Template Propc]ieaii]

Clean Sample Workflows

Figure 5-78: Selecting the View Template Report Option

Viewing a Summary of the Template

The Workflow Summary page lists all workflow phases defined in a template. On this page:

® Workflow phases are shown in the order they will appear to someone completing a workflow request.

® Conditional branch points and merge points are also shown in different colors. A legend at the top of the page

differentiates between the two conditions.

0

Tip « In a branch phase, the workflow proceeds along different paths depending on data provided by the workflow
consumer. In a merge phase, the branches of a workflow merge back together.

®  You can click on the hyperlinked name of a branch point condition to jump to the corresponding workflow phase.
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o localhost55767/aspx/Templates/ViewWFSummary.aspx?TemplatelD=.. - o
[ localhost:55767/aspx/Templates/ViewWFSummary.aspx? TemplatelD=b092ceb2-*

-

Workflow Summary
Packaging Standard

‘Werkflow Phases are shown below in Sort Order order. Conditional Branch Points and Merge Points are also
shown,

Use the legend below to differentiate between Workflow phases, Branch Peints, and Merge Points.

You can click on a Branch Point condition to jump to the rESLJ}'g Workflow phase.
Workflow Phase
Branch Point Conditions
Merge Point Conditions

Mext/Previous Phase

MNane
Application Request Review
Application Packaging

Application Request Review
Application Packaging
Application Inifial Testing

Application Packaging
Application Initial Testing
Application Compatibility Testing

Application Initial Testing
Application Compatibility Testing

User Acceptance Testing

Figure 5-79: The Workflow Summary Report

Open the Workflow Summary window by hovering over the blue arrow next to the template’s name at the top of the
Template Details page, and selecting Workflow Summary from the drop-down menu.

Template name: Packaging Standard n

1= - Preview Template
£= Template = Workflg .
Validate Template

View Template Report
Add »
y View Workflow Summary

Clean Sample Workflows

Figure 5-80: Selecting the View Workflow Summary Option

Updating a Template

After a template has been created, you may reopen and update it.

[®

Important « There may be restrictions on the changes you can make if a template has already been used to create a
workflow request. See Editing a Template That is in Use for details.
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To update a template:

1.

2.

In the navigation bar, click Templates in the Administration menu. The Template Administration page opens.

Note « For details about sorting or filtering the template list, see Using Lists.

Locate the template that you want to update and click on it. The Template Details page opens.

Template Details

Define and edit the properties of this template.

Template name: Packaging Standard n Information: This item is in use and therefore can only be partially modified. Any requests currently using it will be affect]
gE Template £ Workflow Phases D Data Groups
&3 Workflow Phase Details

§ Phase Details

P “Name:  Application Packaging o' Permissions

pl

#® Application Request Revi =

= G = * j
Application Packaging TYPE  \Work Phase ¥ B Notifications

Create Package *Sortorder. g

Package Customizations
FEAZEI SR EE Workflow phase branching
= Application Initial Testing

Functionality Testing

Lockdown Testing

User Defined Testing Link to next phase Application Initial Testing ¥

Application Testing Comments e " o e
i = Currently, this Workflow Phase follows these other Workflow Phase(s):

Workflow phase

Application Request Review

To update the general template details, click on the Template tab to open the Template Properties view. Update the
Name, Folder, Status and Global template fields, as described in Creating a New Template.

To add new data elements, data groups, workflow phases or workflow steps, follow the instructions in Creating a New
Template and subsequent sections.

To remove existing data elements, data groups, workflow phases or workflow steps, refer to Deleting Components of a
Workflow Template.

To update an existing data element, data group, workflow phase or workflow step, open the Workflow Phases or
Data Groups tabs and explore the tree until you can see the component you want to update, then click on its name.
Refer back to Creating a New Template and subsequent sections for details about available fields which can be
updated.
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After a template has been used to create a workflow request, you are allowed to modify the template details, see Update -
Template changes to In-Progress Workflows. The following table outlines what may and may not be updated.

Note » See also Restrictions Regarding Approval Tasks When Editing Workflow Templates That Have Existing Workflow

Requests.

Table 5-18 « Updating an In-Use Template

Component  Permitted to Add

Permitted to Change

Not Permitted to Change Delete?

Template No Name text field Template Type combo Yes
Folder text field box
Status combo box
Global Template check box
Data Group Add >>Add a new Data Data Group Name text field Data Type combo box Yes
Group Sort Order text field When collected? radio
buttons
Data Add >> Add a new Data Description text field Data Type combo box Yes
EL t El t . .
emen emen Required radio buttons
(Standard)
Sort Order text field
Help Text text field
Additional fields specific to
the element’s data type
Data Add >>Add a new Data Description text field Data Type combo box Yes
EL t El t . . "
emen emen Required radio buttons Used to Define

(Branching)

Sort Order text field
Help Text text field

Additional fields specific to
the element’s data type

Conditions/Branching
radio buttons
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Table 5-18 « Updating an In-Use Template

Component  Permitted to Add Permitted to Change Not Permitted to Change Delete?
Workflow Add >>Add a new Workflow  Workflow Phase Name text Yes
phase Phase field

Phase Type combo box
Sort Order text field

Track for Workflow SLA
check box

Track for Workflow Step
SLA check box

Define a condition for
workflow branching? radio
button

Select the branching
condition combo box and
associated grid

Link to next phase combo
box

Workflow Add >>Add a new Workflow  Workflow Step Description  Sort Order text field Yes
Step Step text field (sometimes)

Step Type combo box

Track for Workflow SLA
check box

Track for Workflow Step
SLA check box

Popup HTML File text field

Email Templates to Use
combo boxes

Collect a data group in this
workflow step radio
buttons

Select the Data Group
combo box

Restrictions Regarding Approval Tasks When Editing Workflow Templates That Have
Existing Workflow Requests

There are special restrictions regarding Approval Task workflow steps when editing workflow templates that have existing
workflow requests:

®  You cannot change the Step Type of an existing non-approval workflow step to Approval Task.
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®  You cannot change the Step Type of an existing approval workflow step to something other than Approval Task.
®  You cannot delete the Template Components which are currently Active in the In-Progress workflows.
®  You cannot delete the Phase Type AdminStudio in the Template which has In-Progress workflows.

Update - Template changes to In-Progress Workflows

After a Template is updated and validated, you can synchronize the changes to a related In-Progress workflows

Task To Update a Template changes to Workflow In-Progress

1. Toupdate a Template which has been used to create a Workflow request, see Updating a Template and Editing a
Template That is in Use.

Note « You cannot synchronize a changes made in the Template to a completed workflows

2. After the required changes made in the Template, You must Validate the template before synchronizing the changes
to In-Progress workflows.

3. ToValidate the template, click F5(Refresh). The Validate tab opens.

Template Details

Define and edit the properties of this template.

Template name:  WFM template Edit u

Statistics: This template is referenced in 3 Projects and 1 Workflows

éE Template £ Workflow Phases Ej Data Groups @ Validate

Workflow Phase Details

# Phase Details

¥ Application Request “Name:  Application Packaging T ot
Review

icati i Rl M B nNotifications
= Application Packaging
Create Package *Sertorder.  3g

Package Customizations

*Track for workflow O Yes ® No
Packaging Comments SLA:

= Application Initial Testing *Track for workflow O Yes @ No
phase SLA:

Functionality Testing

Lockdown Testing Due period (days} I}

User Defined Testing Risk period (days): g

DH

Application Testing Comments

= Application Compatibility Workflow phase branching
Testing
Conflict Database Connectivity [od “Define 2 condition ) Yes ® No
——— for workflow
bran€hjpigite screenshot
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Note « Validate tab appears, when a Template has at least one In-Progress workflow

4. Select the Validate tab, you can see Validate and Update In-Progress Requests buttons. Click on the Validate
button.

5. You will get the Valid or Error Messages, Make sure the Template is valid.Update In-Progress Requests button will get
enable.

Template Details

Define and edit the properties of this template.

Template name:  WFM template Edit n

Statistics: This template is referenced in 3 Projects and 2 Workflows

Validate Te”r‘plate Update In-Progress Requests

Click Validate to validate this template for errors
If no errors are found, Click "Update In-Progress Requests” to apply these template changes to in-progress workflow requests based on this template.

v Template is valid!

The workflows based on this template will be
affected by this modification. It is recommended
that you notify the workflow owner about this

madification.

6. After a successful validation, click Update In-Progress Requests button to synchronize the changes to In-progress
workflows.

Note « Validated changes in the Template will not be synchronized to an In-Progress workflows until and unless you
click on the Update In-Progress Requests button.

7. Select arelated In-Progress workflow, to see the changes updated in the workflow.
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Workflow Manager

Workflows

Type to search Q ‘

Administration Settings

1—
2=
£

@ Template associated with this Workflow is modified. Please contact the Template Administrator to know the changes

Workflow Request  wemedi w9

Project WEMEdit Symbol shows new phase is added to the In-Progress workflow

=) Progress £ Related Workflows @ issues aa Uploaded Files i Downloadable Files

04
Workflow

P lication Request lication Initial Set- Application Packagin:
Overview B ﬁﬁ,,,"-e,, - > A‘;p (g “° o

1 214 v 2 1y B 3

SRR (@) Current step in progress begun at: 6/7/2010 41542 PM

3. Application Packaging Packagiﬂg Comments

o Create Package Rollback 9

Updated on 6/7/2019 3:45:50 M
By admin agmin,

Complete Step

o Package Customizations — Click Complete Step to mark this step as complete and acvance the workflow to the next step.

Updated on 6/7/2019 4:15:42 PM

Optionally, you can enter the time spent ta complete this step and/ar choose to send additional email notifications regarding this step
By admin admin.

¥ Enter time spent

® Packaging Comments

Enter the time it took to complete this step in either minutes or hours.

Time spent unit:  ““Hour
®Minute

0

Tip - When the changes are synchronized to an In-progress workflow, use the below tips:

®  Notification message appears in the top of the screen when a changes made in the Template synchronized into a

workflow

° B You can see this symbol, when a new phase is added to an In-Progress workflow.

You can use the Roll back button in the respective steps, to execute the synchronized changes in an In-Progess
workflow, see Rolling Back to a Previous Workflow Step.

[®

Important - Flexera highly recommends not to edit the Third Party Templates, however you are allowed to copy and
edit the templates but may not achieve the required output.

Copying a Template

If you want to create a new template that is very similar to an existing template, you can copy and then modify it, rather
than re-building it from scratch.

You can make a copy of an existing template in your installation of Workflow Manager by using the Copy button on the
Template Administration page. You can also copy an existing template to another instance of Workflow Manager by

exporting the template to an external SQL Server script file, and then running that script against the other Workflow
Manager database.

® Copying an Existing Template

® Copying an Existing Template to Another Database
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Copying an Existing Template

To create a copy of the existing template in your current installation of Workflow Manager, do the following:

Task To copy an existing Template:
1. Inthe navigation bar, click Templates in the Administration menu. The Template Administration page opens.

2. Click Copy to open the Copy Template page.

Copy Template

Select the item that you want to copy, enter a name to identify the new item, and select the target location for the new item.

Copy from: [Owner: WFM]Application Readiness Proces ¥
*Copy to:
*Target: ® Current Database & SQL Script

Copy role permissions: |

Copy notifications: |

3. Select the template you want to replicate from the Copy from list.

4. Inthe Copy to field, enter a name to uniquely identify the new template.
5. Select the Current Database option from the Target field.

6. If you want to copy the workflow template’s role permission settings, select the Copy role permissions option. If this
option is not selected, the default permission settings will be used.

7. Ifyou want to copy the workflow template’s email notification settings, select the Copy notifications option. If this
option is not selected, the default permission settings will be used.

8. Click Copy to copy the template and return to the Template Administration page, where the new template will be
listed.

Copying an Existing Template to Another Database

If you want to copy an existing template to another instance of Workflow Manager, you can export the template to an
external SQL Server script file, and then run that script against the other Workflow Manager database.

® Exporting a Template to an SQL Server Script

® Running a Template Script Against a Database
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Tip - Another reason to export a workflow template to an external script file is to make a back-up copy of it, so that if it is
accidentally deleted or modified, you would be able to quickly restore it.

Exporting a Template to an SQL Server Script

To export a workflow template to an SQL Server script, so that it can be copied to a different Workflow Manager database,
perform the following steps:

Task To export an existing template to an external script:

1. Inthe navigation bar, click Templates in the Administration menu. The Template Administration page opens.

2. Click Copy to open the Copy Template page.

3. Select the template you want to replicate from the Copy from list.

4. Inthe Copy to field, enter a name to uniquely identify the new template.

5. Select the SQL Script option from the Target field. The Enter the Filename text field is displayed.

Copy Template
Select the item that you want to copy, enter a name to identify the new item, and select the target location for the new item.
Copy from: [Owner: WFM]Application Readiness Proces ¥
*Copy to:
*Target: 2 Current Database ® SQL Script
*Enter the Filename:
Copy role permissions: L)
Copy notifications: ~ [J

6. Enter aname for the SQL script file you are exporting to in the Enter the Filename text field, without specifying an
extension. Script files will always be saved with an .sql extension.

7. Because you are copying this workflow template to another database, it is recommended that you clear the selection
of the Copy role permissions and Copy notifications options. When these options are not selected, the default
permission settings of the Workflow Manager database that you are copying the workflow template to will be
assigned.

8. Click Copy. Your browser will prompt you to open or save the script file. Save your script file to an appropriate location
on your local machine.

9. When the file download is complete, click Cancel on the Copy Template page to return to the Template

Administration page.
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Task

Running a Template Script Against a Database

To copy an exported template to a different Workflow Manager database (or to recreate the template in the original
database, if it got modified or removed accidentally), do the following:

To run a template script against a Workflow Manager database:

1. Follow the stepsin Exporting a Template to an SQL Server Script to export a template to an SQL Server script file.

2. Copy the script file to a location accessible to the Workflow Manager database that you want to copy the template

into.

3. Ifyou are running the script file against a different instance of Workflow Manager than the one it was exported from,
perform the following steps:

a.

b.

Open the script file in a text editor.

Locate the @updatedBy parameter, which identifies the person that created the workflow. It will appear in a line
similar to the following:

set @updatedBy = '7b31351c-f90c-4966-a61b-4d4626d86037"

Replace the identifier with the PersonID value from the AMS_Person table which represents your account (or the
account of the person who you want to be registered as the creator of the template).

Locate the @servicerCompanyID parameter, which identifies the workflow administrator company that you want
this template to be associated with. It will appear in a line similar to the following:

set @servicerCompanyID = '7fa@1539-9fb6-4a68-a749-f71f92276869"

Replace the identifier with the servicerCompanyID of the desired workflow administrator company from the
AMS_Company table.

Save the script file.

Caution - If you do not update these parameters, you will receive an error message when you run the script and the
import will fail.

4. Use an appropriate database utility to run the script against the Workflow Manager database.

5. When you open Workflow Manager, the imported template will be listed on the Template Administration page.

Deleting a Template
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If a template is no longer useful for your organization, you may choose to remove it. Be careful doing this, however, as
deleting a template will also remove any projects associated with the template, and any workflows created using that

template.

WFM-2019-UG00 Workflow Manager 2019 User Guide



Task

Chapter5 Using Workflow Manager
Performing Administrative Tasks

To remove a template:

1. Inthe navigation bar, click Templates in the Administration menu. The Template Administration page opens.
2. Locate the template that you want to update and click on it. The Template Details page opens.

3. Openthe Template tab. The Template Properties tab opens.

4. Click the Delete button.

5. Agree to the confirmation message. Your template is removed and you are taken back to the Template
Administration page, where the template no longer appears in the list.

Managing Approval Templates

An approval template can be associated to a workflow step that has a Step type of Approval Task. When a user clicks the
name of this workflow step on the Workflow Request page, the Approval dialog box opens, prompting the user or a series
of users to approve the workflow step. Additionally, email notifications are sent to listed approvers, enabling them to
approve or reject the step via email.

The Approval Administration page lists all approval templates defined in the system. You can view this page by selecting
the Approval subtab of the main Administration tab.

For information about managing approving templates, see the following topics:
® Creating an Approval Template

® Editing an Approval Template

® Deleting an Approval Template

Note « For information on adding an approval template to a workflow step, see Defining an Approval Task Workflow Step.

Creating an Approval Template

Task

An approval template can be associated to a workflow step that has a Step type of Approval Task. When a user clicks the
name of this workflow step on the Workflow Request page, the Approval dialog box opens, prompting the user or a series
of users to approve the workflow step. Additionally, email notifications are sent to listed approvers, enabling them to
approve or reject the step via email.

To create a new approval template, perform the following steps:

To create an approval template:

1. Inthe navigation bar, Click Approvals on the Administration menu. The Approval Administration page opens.

2. Click Add. The Edit Approval Template page opens.
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Edit Approval Template

Edit the approval data or the list of approvers and click Update,

* Approval template name:
Approval type: Linear o

Allow users to add approvers: () Yes @ No

# Level Approver Type Company

No data to display

3. Inthe Approval template name field, enter a name to identify the template.
4. From the Approval type list, select one of the following options:
® Linear—Approvals need to take place sequentially, one after the other, according to assigned Level.

® |fthereis morethan one userassigned to a level, then everyone in that level must approve the workflow step
before it can proceed to the next level of approvers, but they can approve it in any order.

e |fan LDAP group or arole is specified as an Approver, everyone in that group/role has to approve the
workflow step before it can proceed to the next level, but the members of that group/role can approve itin
any order.

®  Pool—Only one approver is required, even if multiple approvers are listed. Anyone (or any member of a listed
group/role) can approve the workflow step. The Level field is ignored.

® Linear In Pool—Approvals need to take place sequentially, one after the other, according to assigned Level, but
if there is more than one user assigned to a level or if there is a group assigned to a level, only one user of the
assigned users (or only one member of the group/role) needs to approve it.

® Parallel—All listed users (and all users in listed groups/roles) must approve the workflow step before it can
proceed, but not in any specific order. The Level field is ignored.

5. Toenable users to add a new user or group of users to the approval list on the Approval dialog box, select the Allow
users to add approvers option.

If this option is selected, when a user opens the Approval dialog box to approve this workflow step, that dialog box
will include an Add Approver button. When the user clicks the Add Approver button, the Add Account/Group dialog
box opens. New users can be added if there are already existing users listed and also if there are no users listed.

6. Click the Add Account button to open the Add/Account Group dialog box to add a database user, LDAP user, or LDAP
group to the Approvers list. Click the Add Role button to open the Select Role dialog box to add a role to the
Approvers list.

7. Ifthe Approval type is Linear or Linear in Pool and there is more than one account/role/group listed in this list, the
Level field is used to determine the order that the users must approve the workflow step. If multiple levels are defined
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(suchas1,2,3), users at Level 2 are not permitted to approve the workflow step until a user from Level 1 has approved

it. Specify the appropriate Level for each account/group/role in the list.

Note - If the Approval type is Pool or Parallel, this field is ignored.

8. Click Save to create the approval template.

Editing an Approval Template

To edit an existing approval template, perform the following steps:

Task To edit an existing approval template:

1. Inthe navigation bar, Click Approvals on the Administration menu. The Approval Administration page opens.

2. Click the name of the approval template that you want to edit. The Edit Approval Template page opens displaying

the settings of that approval template.

Edit Approval Template

Edit the approval data or the list of approvers and click Update.

* Approval template name: Manager
Approval type: Linear X
Allow users to add approvers: () Yes @ MNo

[ Level Approver
N E admin@company.com
o e SCAdmin

Type
Database User

Role

Company
Workflow Administrator

‘Workflow Administrator

3. Edit the settings, as described in Creating an Approval Template.

4. Click Save to save your edits.

[®

Important - If you edit an approval template that is already in use in an active workflow request, the changes made to the
approval template affect only new workflow requests. For existing workflow requests, the approvers remain the same that

existed when the step was first initiated.

Reordering the Levels in an Approval Template

To reorder the levels of approvers listed in an approval template, perform the following steps:
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Task

To reorder the levels in an approval template:

1.

6.

[®

Click Approvals on the Administration menu of the navigation bar. The Approval Administration page opens, listing
all existing approval templates.

Click the name of the approval template that you want to edit. The Edit Approval Template page opens displaying
the settings of that approval template.

In the approvers list, select the checkbox of the name of the approver that you want to change the level of and click
Reorder Level. A box opens containing the Level field.

Cancel

Reorder Level Remove from List

Approver Company
-_m
Repackager Role Workflow Administrator
O 3 Tech Lead Role Workflow Administrator

Edit the number in the Level field and then click Apply. The box closes and the edited Level number is now listed in the
approvers list.

Repeat editing the Level number of the items in the approvers list until you have them in the correct order.

Click Save to save your edits.

Important - If you edit an approval template that is already in use in an active workflow request, the changes made to the

approval template affect only new workflow requests. For existing workflow requests, the approvers remain the same that
existed when the step was first initiated.

Deleting an Approval Template

To delete an existing approval template, perform the following steps:
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Task To delete an existing approval template:

1. Click Approvals on the Administration menu of the navigation bar. The Approval Administration page opens, listing
all existing approval templates.

2. Click the name of the approval template that you want to edit. The Edit Approval Template page opens displaying
the settings of that approval template.

3. Click Delete. You are prompted to confirm the deletion.

4. Click OK. The approval template is deleted.

Important - If an approval template is in use, then deletion is disabled. You are only permitted to add or remove users/
groups/roles.

Managing Time Off

You can use Workflow Manager’s Time Off functionality to display future time off for administrator users on work
assignment screens that are part of a workflow step. This enables managers to assign resources accordingly.

® Entering a Time Off Record
® Editing a Time Off Record

® Viewinga User’s Scheduled Time Off on Work Assignment Screens

Entering a Time Off Record

Users enter time off records on the Time Off Administration page. Also, users with the Time Off Admin role permission
can submit time off records for other users on this page.

To enter a time off record, perform the following steps.
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Task To enter a time off record:

1. On the Settings menu, select Time Off. The Time Off Administration page opens.

Click Add to create a new time off.
User name:
Description:
“
*Begin Date: m
*End Date: =
Search User a
2resultsretuned 20 ¥ rows perpage OMN=Y Enter search text
[]  User Name || Begin Date |||/ End Date |- | Description | - | Edit B
O user@company.com 11/20/2017 12:00:00 AM 11/24/2017 12:00:00 AM Thanksgiving Vacation ’
O admin@senvicercom 12/21/2017 12:00:00 AM 12/27/2017 12:00:00 AM Christmas Vacation 7’
@ Create Filter

All users can create and view their own time off records. However, to see time off records for all users who are
members of the administrator company or one of its associated consumer companies, the user must belong to a role
that has the Time Off Admin role permission. For more information, see Workflow Manager Permissions.

® Users without Time Off Admin role permission can only submit a time off record for themselves. The logged in
user’'s name appears in the User name field and is not editable.

® Users with Time Off Admin role permission can also submit time off records for other users, by searching for
and selecting a user in using the Search User field.

2. Inthe Description field, enter a description of the time off record that you are submitting, such as Vacation, Jury
Duty, Conference, etc.

3. Usethe Begin Date and End Date fields to specify the beginning and end date of the time off period.

4. Tosubmit the time off record, click Add. The time off record will appear in the list on the lower portion of the page.

Editing a Time Off Record

To edit an existing time off record, perform the following steps.
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Task To edit a time off record:

1. On the Settings menu, select Time Off. The Time Off Administration page opens.

Time Off Administration

Click Add to create a new time off.
User name:

Description:

*Begin Date: m
*End Date: m=
Search User: Q
Alv Delete Update Cancel
'
2resultsretuned 20 ¥ rows perpage OMN=Y Enter search text
[]  User Name |~| BeginDate |- EndDate |~| Description ]| Edit (-]
O user@company.com 11/20/2017 12:00:00 AM 11/24/2017 12:00:00 AM Thanksgiving Vacation V4
O admin@servicer.com 12/21/2017 12:00:00 AM 12/27/2017 12:00:00 AM Christmas Vacation 4

@ Create Filter

2. Inthelist at the bottom, click the icon in the Edit column of the time off record that you want to edit. The details of the

time off record populate the fields.

3. Modify the details of the time off record and click Update.

Viewing a User’s Scheduled Time Off on Work Assignment Screens

When completing a Work Assignment workflow step, after a user is assigned to a role, that user’s scheduled time off for
the selected Time Off Window is displayed in the in the Next Time Off column.
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Assign Work

After assigning work please click "OK" to go to next step

Role Name Assigned To Mext Time Off Actions
Repackager anna@company.com (anna@company.com] 11/20-11/24 Clear assignment
System Administrator joe@company.com (joe@company.com) 11/20-11/24 Clear assignment
Tech Lead Mot Assigned
UA Tester Mot Assigned
Time Off Window 3 Months v

Role UA Tester v

Mame or Username [ Q, |

= Account Name Full Mame Next Time Off Account Type Workflows
O tester@requester.com tester@requester.com Database 0

OK

Figure 5-81: Assign Work Workflow Step With Next Time Off Displayed

If, after assigning a user to a role, the manager sees that the selected user has upcoming time off scheduled, the manager
can choose to assign another user to the role who is available.

You can adjust the time period by making a selection from the Time Off Window menu.

Note « You can also view a user’s scheduled time off in the Next Time Off column in the search grid when searching for a user
to assign to a role.

Setting Up Automatic Work Assignment

Important « To use the automatic work assignment feature, users must be logged in using Windows NT authentication.

Instead of using the Assignment Details page to manually assign each existing role on a workflow request to a specific
operator, you can set up automatic work assignment that will dynamically and automatically assign tasks to operators
based on rules. When a template’s associated project has Automatic Work Assignment configured, if the user (or users)
captured during the submission of the workflow request have edit permission for a particular role which is assigned to any
of the workflow steps in the template, he will automatically be assigned the task.

If you do not set up automatic work assignment, every user in the system who belongs to a role that has edit permission on
that workflow step will receive a notification email at the initiation of that workflow step.
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You could use automatic work assignment to create an “auto acknowledgment” workflow step that notifies the requester
that his request has been received. Optionally, you can also use the AdminStudio.Public API to do automatic work
assignment by searching Active Directory to determine the requester’s manager, and then assign the approval task of the
workflow request to that manager.

You can set up automatic work assignment using several methods:
®  Setting Up Automatic Work Assignment Using the Workflow Manager Interface

®  Setting Up Automatic Work Assignment Using the iPlugin API

Setting Up Automatic Work Assignment Using the Workflow Manager Interface

To set up automatic work assignment using the Workflow Manager interface, perform the following steps.

Task To set up automatic work assignment for a project:

1. First, make sure that you either have a directory services connection, as described in Creating a New Directory Service
Connection, or a connection to the FNMP Compliance API Service.

Note - Ifyou are a FlexNet Manager customer, Workflow Manager comes installed with a connection to the FlexNet
Manager Suite Compliance APl external web service named FNMP Compliance API Service.

2. Perform one of the following set of steps to identify the data element that will capture user information:
Directory Service Connection

a. Add adirectory service attribute which has the Attribute Name of SAMACCOUNTNAME, as described in Setting Up a
New Directory Service Attribute. The SAMACCOUNTNAME attribute identifies the logged in user.

b. Open the workflow template that you want to use for this project.
c. Add adata element with the Data type of Directory Service.
d. From the Directory Services list, select the directory service that you want to use.

e. From the Data Element list, select the name of the SAMACCOUNTNAME directory service attribute that you
previously added.
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Data Element Details

*Description:
P Account Name

*Required: '® Yes ' No

*Sort orden: 50

Help text:
*Data type: Directory Service ¥
Directory Services: Flexera ISAS i
*Diata Element: Account Name X

Data element condition

Define Condition

f.  Click Create to create the data element.

FNMP Compliance API Service Connection

a. Open the workflow template that you want to use for this project and add a data element that has a Data Type of
Web Service Call.

b. Inthe Description field, enter User Name.

c. Fromthe Web Service name list, select FNMP Compliance API Service.

d. From the Web method list, select GetCustomView.

e. Inthe Parameters list, set CustomViewID to a Value Type of User Defined and a value of -40000.

Note « Ifyou are using the FNMP Compliance API Service and are using code to extract the user data, you would
need to expose the web method GetCustomView. By default, Workflow Manager is set to search for the
customViewlD of -40000, To change that ID, you can edit the value of the FNMPUserIDCustomViews key in the
web.conlfig file. You can separate multiple values by a semicolon.

<add key="FNMPUserIDCustomViews" value="-40000"></add>
3. Create a new project, as described in Creating a New Project, which uses that workflow template.

4. Onthe Project Details page, on the Automatic Work Assignment tab, the data element(s) you defined above (which
will capture user information when the workflow request is submitted) are listed under Available Users.
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Project Details

Enter the details about this project.

Save
Automatic Work Assignment
Cancel

Data element that captures user account Role to be auto assigned
Delete

Required Application Data --> Account Name Workflow Administrator: Pro ¥ ]

Workflow Administrator: Project Manager
Workflow Administrator: QA Manager
Workflow Administrator: Repackager
Workflow Administrator: SCAdmin [~ Project Information
Workflow Administrator: System Administrator

Workflow Administrator: Tech Lead k .

Workflow Consumer: Application User @ SLA Information
Workflow Consumer: Configuration Manager
Workflow Consumer: License Manager E Work Week Information
Workflow Consumer: Project Manager
Workflow Consumer: UA Tester
Workflow Consumer: User

@ General Information

.ﬂ Holiday Information

) Automatic Work Assignment

For each data element, select a role from the Role to be auto assigned list. Select the role you want to assign to the
user captured by that data element. That user can then be automatically assigned work in this project. The selection
of this role determines which workflow steps will be automatically assigned.

5. Click Save.

Setting Up Automatic Work Assignment Using the iPlugin API

You can also use the iPlugin infrastructure to perform automatic work assignment by calling the AdminStudio.Public API
method of SetWorkAssignments. To assist you, you can obtain a sample iPlugin file named TestPlugin.cs from Flexera
Technical Support.

For a sample of the code in the TestPlugin.cs file, see Sample iPlugin File: TestPlugin.cs.

Note « For more information, see Using the IPlugin Interface.

Managing Email Notifications

Workflow Manager sends emails to notify registered people when certain events occur, such as when a workflow step is
advanced, edited, completed, or rolled back. You can configure notifications to be sent to individual Workflow Manager
accounts, imported directory service accounts and groups, all people belonging to given roles, and external email
addresses.
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You can specify email notifications at not only a global and project level, but also at a workflow request and account level.
Each person can access the My Notifications page, which lists all of email notifications that they are registered to receive.
If a person belongs to a role with appropriate permissions, they may also subscribe to or unsubscribe from selected
notification events.

Information about email notification is presented in the following sections:

® Email Notification Events

® Setting Email Notification Defaults for Workflow Requests

® Overriding Default Email Notification Settings for an Individual Workflow Request

® Adding Accounts or Groups to an Email Notification List

® Adding External Email Addresses to an Email Notification List

® Deleting an Account, Group, or External Email Address From an Email Notification List
®  Configuring Manual Email Notifications

® Managing My Notifications

Email Notification Events

298

In Workflow Manager, you can configure automatic and manual email notifications to be sent out as certain events occur
during the completion of a project’s workflow requests. The events which can trigger an email notification are listed by
category in the following table:

Table 5-19 « Email Notification Events by Category

Event Category Events

Workflow phase or step Is initiated, rolled back to, updated, or completed.

Workflow request Has its status changed.

Data Is submitted, rejected, or updated.

Issue Is submitted or rejected.

Project Is nearing or passing its Service Level Agreement (SLA) due date.

You have extensive control over whether or not email notifications are sent when these events occur, and who the
notifications are sent to. You can:

® Set project defaults, which are inherited by all new projects
® Setworkflow request defaults for a project, which are inherited by all of its workflow requests
® Override settings on a per-workflow request basis

® Manually select recipients when a workflow step is completed or rolled back to.
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The following table lists all of the email notification events, and where in Workflow Manager each can be configured:
Table 5-20 » Automatic and Manual Email Notification Events

Automatic Workflow Manual Notification During

Automatic Project &

Events Workflow Request Defaults  Request Overrides a Workflow Request
Data is submitted or Notification tab of Template = Workflow Request N/A
rejected Details page Notifications Override page

Workflow Manager 2019 User Guide

Issue is submitted or
responded to

Workflow status is
changed

Project is nearing or
passing its SLA due
date

Specific workflow N/A Workflow Request N/A

phase or step is Notifications Override page

initiated

Rollback to a specific ~ N/A Workflow Request Rollback Workflow Item
workflow phase or Notifications Override page  dialog

step

Specific workflow N/A Workflow Request Update History dialog
phase or step is Notifications Override page

edited

Specific workflow N/A Workflow Request Workflow Request
phase or step is Notifications Override page  Notifications Override page
completed

Data group is edited N/A N/A Edit Data dialog
Workflow phase or N/A N/A Update History dialog

step is completed

Workflow Step Completion
dialog

There are both automatic and manual types of email notifications:

® Emails are automatically sent to people whose roles or accounts are listed on the Notification tab of the Template
Details or Workflow Request Notifications Override pages.

® Emails are also sent to those accounts manually specified on the Update History or Workflow Step Completion
dialog that is displayed when a workflow step is completed, on the Edit Data dialog that is displayed when a data
element is edited, or on the Rollback Workflow Item dialog which appears when a workflow step is rolled back to.
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Setting Email Notification Defaults for Workflow Requests

Each time a new workflow request is created, it is automatically configured with the email settings defined on the
Notification tab of the Template Details page of its project’s associated workflow template, as described in Assigning
Permissions and Notification Settings on a Workflow Template.

Overriding Default Email Notification Settings for an Individual Workflow
Request

When a new workflow request is created, it inherits the email notification settings defined on the Notification tab of the
Workflow Details page for its associated workflow template. You can, however, modify these notification settings as
required on the Workflow Request Notifications Override page for an individual workflow request.

e
oia
v=
Task To override email notification defaults for a workflow request:
1. If you are an administrator, open a workflow request’s Workflow Request page.
2. Open the Notifications tab.
Workflow Request Notifications Override
This request's email netification settings are currently being inherited. To modify these settings, first click the Override Praject Notifications button, and then select sither the request name (ta modify general notification settings)
or a phase or step (to modify phase or step notifications).
Override Project Notifications
Role/Account/Email W Data W jssue W Workflow status W siaat
_ Address submitted/rejected submitted changed risk/failed
Collect user data
Role(s)
Repackager
Tech Lead
Distribute software via distribution system
3. Initially, the email notification options are display-only. To unlock these settings so that you can override them, click
the Override Project Notifications button. The notification options are unlocked and the name of the button
changes to Inherit Project Notifications.
300
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2 Notifications £ Related Workflows M & Uploaded Files &% Downloadable Files

Workflow Request Notifications Override

The default email notification settings that this workflow request inherited from its associated project have been overridden. You can continue to make modifications or click the Inherit Project Notifications button to return to

the default project settings.
Inherit Project Notifications

= Adobe FrameMaker CC Company:  Workflow Administrator ¥

Role/Account/Email B Data B ssue B Workflow status W osiaat
Address submitted/rejected submitted changed risk/failed

= Submit Request

Collect user data
Rale(s)

Send reply email .
Project Manager 8]
= Approval

Repackager 8]

Obtain approval SCAdmin @ =] B8 o [m]
= Allocate Software System Administrator @ (=] @

Assign license to user Tech Lead @ (] @ (] @

Distribute software via distribution system
Update Add User/Group Add External Email

Note « If at any time after modifying these notification settings, you want to return to the project defaults, click the

Inherit Project Notifications button.

4. Select the consumer or administrator company associated with the project from the Company list, to display a list of
roles and accounts associated with that company who are configured to receive email notifications for this project.

5. Select the root node of the Workflow Phase/Step tree control. The workflow request-level email notification options
are displayed in the panel on the right.

6. Indicate whether the accounts or roles shown should receive an email notifications when each of the five listed
workflow request events occur (Data submitted or rejected, Issue submitted, Issue responded, Workflow status
changed, and SLA at risk/failed). Do this by selecting or deselecting the check box in the appropriate column, next to
the relevant account name. Click the check box in the column header to select all check boxes in that column.

7. Select a workflow phase name in the tree. The phase/step level notification options are displayed: Initiated, Rolled
Back, Edited, and Completed.

8. Make any desired updates to these notification settings at the phase level, and click Update to save your changes.

9. Workflow steps inherit email notification settings from their parent phase. To override these settings, select a
workflow step in the tree.
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Workflow Request Notifications Override

The default email notification settings that this workflow request inherited from its associated project have been everridden. You can continue to make modifications or dick the Inherit Praject Notifications butten ta retum t
the default project settings.

Inherit Project Notifications

Assign license to user

Distribute software via distribution system Update Add User/Group Add External Email

B Adobe FrameMaker CC Company: Workflow Administrator ¥
= Submit Request Role/Account/Email Address B initiated B Rolled back B Edited B Completed Inherit/override
Collect user data Role(s)
Send reply email Project Manager Oa
= Approval Repackager =T
SCAdmi 5]
Obtain approval il L]
System Administrator Ua
= Allocate Software

10. If a workflow step is inheriting its settings from its parent phase, the settings are initially locked. Click the lock icon
next to an account or role name to unlock the settings, and agree to the confirmation dialog that appears.

11. Make any desired updates, then click Update to save your changes.

12. If desired, click the Add User/Group or Add External Email buttons to add accounts, groups, or external email
addresses to the Role/User/Email Address list, as described in Adding Accounts or Groups to an Email Notification
List and Adding External Email Addresses to an Email Notification List.

[®

Important « Each time you add an account, group, or external email address and assign email notifications to it,
remember to click Update. If you jump to another phase or step before you click Update, your changes will be lost.

Adding Accounts or Groups to an Email Notification List

To add a specific Workflow Manager account or a directory service account or group to the Role/Account/Email Address
list on the Workflow Request Notifications Override page or the Notification tab of the Template Details page, do the
following:

Task To add accounts or groups to the default email notifications list:
1. Do one of the following:

®  Open a workflow template in the Template Details page, and then open the Template > Notifications tab or
Workflow Phases > Notifications tab.

® Open a workflow request’s Workflow Request page, open the Notifications tab, and click Override Project
Notifications.

2. Click the Add Account/Group button. The Add Account/Group area opens.
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Add Account/Group

Enter a full account/group name or the first few letters of a name and click search icon. (Wildcards are not
supported) If only one item matches the search text, that item will automatically be selected. If multiple items
match, results will be listed, and you can then further refine your search.

FullName Account Name

|
O anderson@company.com anderson@company.com Database
I Apply Selected

Search for the account you are interested in, as described in Searching for Accounts, then click Apply Selected.

Specify which of the listed events should trigger a notification to be sent to your new account, by selecting the
appropriate check box next to the account name.

Role/Account/Email Address B |nitiated B Rolled back B Edited B Completed | Inherit/override

User/Group(s)

B8b

admin@servicer.com (] J (] O a

Click Update to apply your changes.

A

Caution « When you click Update, any accounts or groups that you added but did not yet assign notification events to
will be removed from the list. So, please make sure that you assign an email notification event to each account as soon as
you add it.

Adding External Email Addresses to an Email Notification List

To add external email addresses to the Role/Account/Email Address list on the Notifications tab of the Workflow
Request page, perform the following steps.

Note - You can only add external email addresses to notification lists on the workflow request-level (on the Notifications tab
of the Workflow Request page); it is not available on the Notification tab of the Template Details page.

To add external email addresses to an email notification list:

1.

2.

Open a workflow request’s Workflow Request page and open the Notifications tab.
Click the Override Project Notifications button.

Click Add External Email. The Select External Email Address area opens, and lists all of the email addresses that
have previously been added on the External Email Address Administration page (see External Email Address
Administration Page for more information).
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Company:  Workflow Administrator ¥

Role/Account/Email B pata W Workflow status W osiaat
Address submitted/rejected changed risk/failed

Role(s)

Project Manager 55 |3} (W]} (] (]}
Repackager [} (]} (]} (] (]
SCAdmin o O (] ] (]
System Administrator (] (] I (] O

Tech Lead ] ] ] (] ]

Update Add User/Group Add External Email

External Email Address

Select an existing email address from the list and click Apply.

Note: To add a new external email address to this list, open the Email Settings Administration page and click Manage
External Email Addresses.

Email jsmith@abcco.com v

Address:

I Cancel I Apply

4. Selectthe email address that you want to add and then click Apply. The email address you selected is now listed in the
Role/Account/Email Address list.

5. Specify which of the listed events should trigger a notification to be sent to your new email address, by selecting the
appropriate check boxes next to the account.

6. Click Update.

A

Caution « When you click Update, any accounts or groups that you added but did not yet assign notification events to
will be removed from the list. Make sure that you assign an email notification event to each address as soon as you add it.

Deleting an Account, Group, or External Email Address From an Email
Notification List

As described in Adding Accounts or Groups to an Email Notification List and Adding External Email Addresses to an Email
Notification List, you can add additional accounts and email addresses to the email notifications lists, if you want people
outside the usual roles to receive notifications after particular workflow events occur.

To later remove one of these accounts, groups, or external email addresses, do the following:
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Task To remove an account, group, or external email address from an email notification list:
1. Open a workflow request’s Workflow Request page and open the Notifications tab.
2. Click the Delete icon next to the account, group, or external email address in the list that you want to delete.
External Email(s)
Jjsmith@abcco.com ol = o o o ﬁ
You are prompted to confirm the deletion.
3. Click OK.

A

Caution « When you click the Delete button, you will be deleting not only the account you selected, but also any other
additional accounts, groups, or external email addresses that you have recently added and that do not yet have any
notification events assigned to them. (These unassigned accounts are also deleted when you click the Update button on
these pages.) To avoid losing recently added accounts, groups, or external email addresses, make sure that you assign an
email notification event to each of them as soon as you add them.

Configuring Manual Email Notifications

In addition to the automatic email notifications that you can configure, you can also choose to send an email to additional
people whenever you complete, edit, or roll back to a workflow step.

Completing an Update History Workflow Step
Completing a Normal Workflow Step

Editing a Completed Workflow Step

Rolling Back to a Workflow Step

Editing Data

Completing an Update History Workflow Step

When you mark a workflow step of type Update History as complete, the Update History step completion area opens.
Enter a list of email addresses (separated by commas) in the Additional e-mail recipients text field to send a notification
email to people other than those specified in the automatic email notification lists. If you also want to add an extra
comment to the body of the email sent to these people, enter your message in the Additional email comments field.
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Update History

Comments: Step completed on time.

Additional notifications

When a workflow step is completed, an email notification is sent to pre-configured recipients. To send this email to
additional recipients, enter a list of email addresses (separated by commas). You can also add an extra comment to the body
of the email sent to these recipients.

Additional email recipients  jsmith@abe.com, mwilson@xyz.com, rajesh.patel@itcorp.com
(optional):

Additional email comments | This step was completed on time.
(optional):

oK

Figure 5-82: Update History Step Completion Area

Completing a Normal Workflow Step

Use the step completion area which appears when a Normal workflow step is marked as complete to send a notification
email to additional people. Enter a list of email addresses (separated by commas) in the Additional e-mail recipients text
field to send a notification email to people other than those specified in the automatic email notification lists. If you also
want to add an extra comment to the body of the email sent to these people, enter your message in the Additional email
comments field.
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Complete Step

Click Complete Step to mark this step as complete and advance the workflow to the next step.

Optionally, you can enter the time spent to complete this step and/or choose to send additional email notifications regarding this step.

¥ Enter time spent

Enter the time it took to complete this step in either minutes or hours.

Time spent unit:  "®'Hour
UMinute

Elapsed time 2

¥l Send additional email notifications

Comments (required): Mo problems were encountered during application testing.

‘When a step is completed, email notification is sent to pre-configured recipients. You can have this email sent
to additional recipients or include your comments to be included in the notification email.

Additional email recipients  jwilson@abc.com, mjackson@xyz.com, mary.lee@itcarp.com
(optional):

Additional email comments | Qur new automated tests were used during this testing step|
(optional):

Complete Step

Figure 5-83: Completing a Normal Workflow Step

Editing a Completed Workflow Step

Email notifications are also sent when you update a previously completed workflow step. While doing so, a dialog box
appears and you are prompted to fill in the Edit comments field to explain what you have changed, and why. As well, you
can enter a list of email addresses (separated by commas) in the Additional e-mail recipients text field to send a
notification email to people other than those specified in the automatic email notification lists. If you also want to add an
extra comment to the body of the email sent to these people, enter your message in the Additional email comments field.

Rolling Back to a Workflow Step

When you choose to roll back to an earlier workflow step, the Rollback Step dialog box opens. You can enter a list of email
addresses (separated by commas) in the Additional E-mail recipients text field on this dialog to send a notification email
to people other than those specified in the automatic email notification lists. If you also want to add an extra comment to

the body of the email sent to these people, enter your message in the Additional email comments field.
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Rollback Step x

Rollback reason

Enter the reason for rolling back the progress of this workflow request.

A Rollback will undo all items following and including the selected item.

Additional notifications

When a workflow step is rolled back, an email notification is sent to pre-configured recipients.
To alse send an email to additional recipients, enter a comma-separated list of email
addresses and any comments that you want to include.

Additional email recipients (optional):

Additional email comments (Optional):

Rollback

Figure 5-84: Rollback Step Dialog Box

Editing Data

You can update previously submitted data. When you do this, you can enter a list of email addresses (separated by
commas) in the Additional e-mail recipients text field in this step completion area to send a notification email to people
other than those specified in the automatic email notification lists. If you also want to add an extra comment to the body of

the email sent to these people, enter your message in the Additional email comments field.

Managing My Notifications

For your convenience, Workflow Manager provides you with a summary of all the email notifications you are registered to
receive, if you are a workflow administrator. To view these notifications, perform the following steps:
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Task To review and modify your email notification assignments:

1. Inthe navigation bar, click My Default Project Notifications in the Workflows menu. The My Default Project
Notifications page opens.

My Default Project Notifications

Default email notifications that you are currently subscribed to are listed, including those that were assigned via Role(s) or Group(s), and those assigned explicitly. These notifcations
apply to all new and existing requests for which Notifications are not over-ridden.

To unsubscribe from an email notification subscription, clear the checkbox in the Status column, If the Status column is disabled, contact your System Administrator and ask for
permission te madify your notification subscriptions.

8 results returned 20 ¥ rows per page i D | = Y Enter search text

Project \:| Status
E Event: Completed
= Source: Review Documentation
Application Readiness Project )
= Source: Verify Application is Licensed and Approved
Application Readiness Project I
Event: Edited
Event: Initiated

Event: Rolled Back

2. Tounsubscribe from a notification event in this list, so that emails are not sent to you when the event occurs, select
the event and clear the check box in the Status column.

Note « If the check box is disabled, you do not belong to a role with rights to modify the selected notification event. See
Workflow Manager Permissions for details.

3. Inthe navigation bar, click My Workflow Notifications in the Workflows menu. The My Workflow Notifications page

opens, listing the workflow request notification settings that were assigned on your workflow request’s Notifications
tab.
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4.

My Workflow Notifications

Email notifications per request, that you are currently subscribed to are listed, including those that were assigned via Role(s) or Groupl(s), and those assigned explicitly.

To unsubscribe from an email notification subscription, clear the checkbox in the Status celumn. If the Status column is disabled, contact your System Administrator and ask for
permission to modify your notification subscriptions.

Select project status: Application Readiness Project v

10 results returned 20 ¥ rows per page i D ' = Y
Workdflow [-] Status
= Event: Completed
Source: Review Documentation
= Source: Verify Application is Licensed and Approved
Adobe InDesign CC 7]
Madcap Capture 7 7]
Microsoft OneMNote 363 L)
Microsoft Sharepoint Server L)

Event: Edited
Event: Initiated

Event: Rolled Back

To unsubscribe from a notification event in this list, so that emails are not sent to you when the event occurs, select
the event and clear the check box in the Status column.

Note - If the check box is disabled, it means that you do not have permission to modify the selected notification event.

Managing Email Templates

Workflow Manager sends notification emails when certain events occur, such as when a workflow step is advanced, edited,
completed, or rolled back; when an issue is created or responded to; or when a workflow request is past due.

You can customize the content and design of these email notification messages using the Email Template Administration
interface.
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Email Template Administration

Email templates can be used to customize email notifications.

Add

16 results returned 20 ¥ rows per page i D l — Y Ent

Template name
SteplevelSLAAtRisk txt
MewSLABreakage.txt
IssueCreation.txt
WFAdvanced.txt
IssueResponse txt
MormalStep.txt
DataChanged.txt
ApprovalTask.txt
MewSLARisk.tet
WFStepEdittxt
SteplevelSLABreakage.txt
ApplicationStatusChanged.txt
WFCompleted.txt
UpdateHistory.txt
WFRollback.txt

DataChangedNewRequest.txt

[~ Created
12/31/2013 2:18:09 PM
12/31/2013 2:15:06 PM
12/31/2013 2:14:09 PM
12/31/2013 2:19:25 PM
12/31/2013 2:14:39 PM
12/31/2013 2:16:24 PM
12/31/2013 2:13:06 PM
12/31/2013 21237 PM
12/31/2013 2:15:50 PM
12/31/2013 2:20:38 PM
12/31/2013 2:18:39 PM
12/31/2013 2:06:57 PM
12/31/2013 2:19:50 PM
12/31/2013 2:18:58 PM
12/31/2013 2:20:12 PM
12/31/2013 21333 PM

|| Lastupdated
12/31/2013 2:18:09 PM
12/31/2013 2:15:06 PM
12/31/2013 2:14:09 PM
12/31/2013 2:19:25 PM
12/31/2013 2:14:39 PM
12/31/2013 2:16:24 PM
12/31/2013 2:13:06 PM
12/31/2013 2:12:37 PM
12/31/2013 2:15:50 PM
12/31/2013 2:20:38 PM
12/31/2013 2:18:39 PM
12/31/2013 2:06:58 PM
12/31/2013 2:19:50 PM
12/31/2013 2:18:58 PM
12/31/2013 2:20:12 PM
12/31/2013 2:13:33 PM

Figure 5-85: Email Template Administration Page

This section describes Workflow Manager’s default email templates, explains how to customize existing email templates
and how to create new ones, and explains how to use replaceable parameters in email templates.

® Default Email Templates

® Editing an Existing Email Template

® Creating a New Email Template

® Using Notification Variables in Email Templates

® Using Replaceable Parameters in Email Templates

Note « For information on how to configure which users receive email notifications, see Managing Email Notifications.

Default Email Templates

Workflow Manager comes with a set of default email templates, which are used to determine the design and content of
Workflow Manager’s notification email. There are two basic types of email templates:

® System email templates—For some notification events—such as when a new issue is created or when a workflow
request’s status is changed—Workflow Manager will always use the same email template. However, you can edit these
system templates in the Email Template Administration interface to customize them for your organization.
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Note « For these system events, Workflow Manager will always use the email template that is specified for that event in
the web. config file (as described in Specifying the Default Email Templates for Email Notifications).

® Workflow step email templates—When defining a workflow step on the Workflow Step Details view, you are
prompted to specify an email template to use when that step is initiated, rolled back, edited, and completed. A default
email template is specified for each of these four events. However, you can create additional “workflow step” email
templates, which will then be available for selection on the Workflow Step Details view.

312 WFM-2019-UG00 Workflow Manager 2019 User Guide



Chapter 5 Using Workflow Manager
Performing Administrative Tasks

The following table describes Workflow Manager’s 16 default email templates:

Table 5-21 « Workflow Manager Default Email Templates

Category Template Name Description
System ApplicationStatusChanged.txt Sent when the Status of a workflow request has changed,
templates such as from Active to Inactive.

ApprovalTask.txt Sent when a workflow step with a Step Type of Approval Task

is initiated. The email recipient can either approve or reject
this workflow step directly from this email—without being
required to open the Workflow Request page of Workflow
Manager—by clicking the Approve or Reject link.

DataChanged. txt Sent when someone edits a workflow request’s previously
submitted (and accepted) data.

DataChangedNewRequest.txt Sent when someone submits data for a new workflow request.

IssueCreation.txt Sent when a new issue has been created for a workflow
request.

IssueResponse.txt Sent when a workflow request’s existing issue has been

responded to.

NewSLABreakage.txt Sent when a workflow request is past due the due date
defined in the Service Level Agreement (SLA).

NewSLARisk.txt Sent when a workflow request is at risk of exceeding the due
date defined in the Service Level Agreement (SLA).

StepLevelSLAAtRisk.txt Sent when a workflow step is at risk of exceeding the due date
defined in the Service Level Agreement (SLA).

StepLevelSLABreakage.txt Sent when a workflow step is past due the due date defined in
the Service Level Agreement (SLA).

NormalStep.txt Sent to assigned user assigned to a Normal step to enable
them to advance the workflow the next workflow step by
clicking the Advance Workflow button in this email.

UpdateHistory.txt Sent to assigned user assigned to an Update History step to
enable them to advance the workflow the next workflow step
by clicking the Advance Workflow button in this email.
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Table 5-21 « Workflow Manager Default Email Templates

Category Template Name Description
Workflow step WFAdvanced.txt Default email template to send when a workflow step is
templates advanced.
WFCompleted.txt Default email template to send when a workflow step is
completed.
WFRollback.txt Default email template to send when a workflow step is rolled
back.
WFStepEdit.txt Default email template to send when a workflow step is
edited.

Editing an Existing Email Template

On the Email Template Details page, you can edit both email templates that were shipped with Workflow Manager and
also new email templates that you have created.

Note - In previous releases, email templates were stored on the Workflow Manager server in the

Workflow Manager\wwwroot\EmailTemplate directory. Starting with Workflow Manager 2013 R2, the email template text
files are stored in the Workflow Manager database. Any edits that you would like to make to the email templates must be
made in the Workflow Manager interface on the Email Template Details page. The Workflow Manager server location,
however, does include a backup copy of the default email template text files for your reference.

You can edit the content of email templates on the Email Template Details page. While you are able to perform inline
formatting on the Email Template Details page, it is recommended that you instead modify the email template’s
associated CSS file, as described in Formatting and Previewing Email Templates.

® Editing the Content of Email Templates

® Formatting and Previewing Email Templates

Editing the Content of Email Templates

To edit the content of an existing email template, perform the following steps:

Task To edit an email template:

1. Inthe navigation bar, click Email Templates in the Settings menu. The Email Template Administration page opens,
and lists all existing email templates.

2. Click the name of the email template that you want to edit. The Email Template Details page opens, displaying the
selected email template in a text editor.
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Email Template Details

* Template Name: IssueCreation.txt
* Subject: Notice of Issue Creation

Notification variable:

[CompanyMName] v Insert
* Body:
Workflow Manager
Notice of Issue Creation
For [ApplicationName], an issue has bean raised.
The text of this issue is:
[lssueText]
Design HTML Preview
Remarks:

The text editor on the Email Template Details page provides the following views of the selected email template:

® Design—Displays an editable view of the text, tables, and images of the email template.
® HTML—Displays an editable view of the HTML code of the email template.

® Preview—Displays a non-editable preview of how an email created using this template will look when it is
opened by the recipient. By default, a link to an external CSS file controls the styling of these email templates. To
accurately view a preview of the email template, you first need to enter your local server address in the CSS link,
as described in Formatting and Previewing Email Templates.

You switch between these three views by clicking on the tabs at the bottom of the window:

LI Design HTML Preview I

3. The Template Name field lists the name of the text file that identifies this email template.

[®

Important - When editing one of the default email templates (which were installed with Workflow Manager), it is
recommended that you do not edit this field. If you do edit it, you will also need to update its associated entry in the
web.config file, as described in Email Template Settings.

4. The Subject field lists the contents of the email’s Subject line. When editing this field, make sure that the final text
describes the purpose of this email and prompts email recipients to take action.
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5. Use the controls on the Design tab to modify the format of the text. However, it is recommended that you instead edit
the external CSSfile, as described in Formatting and Previewing Email Templates.

6. Use the Notification Variable list to insert replaceable parameters, if desired, as described in Using Notification
Variables in Email Templates.

7.

In the Remarks field, enter notes or comments to identify the purpose of this email template, if desired.

8. Click Update to save your edits.

Formatting and Previewing Email Templates

Rather than using the controls on the Design tab of the Email Template Details page, it is recommended that you use CSS
styles to format your email templates. That helps you use consistent formatting on all of your email templates.

By default, a link to an external CSS file controls the styling of these email templates. However, to accurately view a

preview of the email template as it will appear to the email recipient in both the Design and Preview tabs of this editor,
you first need to enter your local server address in the CSS link.

Task To connect an email template to the email.css file:
1. Open an email template on the Email Template Details page. You will see that on the Design tab (and the Preview
tab) the browser default styles are being used to display the content of the template.
® =zeciz s
Normal ¥ Times New Roman ¥ 3(12pt) B I U §&|E =
= |- A -
[ProductName]
Notification of Workflow Step Completion
For [ApplicationName], the workflow step [Major]/[Minor] has been
completed.
iew Details
Design HTML Praview
2. Openthe HTML tab of the editor.
3. Locate the following line:
<link href="[AMSWebServer]/Content//email.css" rel="stylesheet" type="text/css" />
316
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* Template name: NormalStep.txt

* Subject: Normal Step Notification

Motification variable: [GompanyMame] v Inzert

* Body:
=<html==head=

=meta charset="ut-8" /=

=fitle=Notification of Normal Step=/fitle=

=link href="TAMSWebServer)Contentilemail css” rel="stylesheet" type="texticss" /= «
=/head=

=<body=

A s dnnnsy | PSRN A AN e,

" wagnt

4. Replace [AMSWebServer] in that link with the name of your local server, such as:
<link href="http://localhost:81/Content//email.css" rel="stylesheet" type="text/css" />

5. Click Save. When you return to the Design or Preview tabs, the styles defined in the email. css file will be applied.

® EEEYETEETY YRR ] |
Normal ¥ Times New Roman ¥ 3(12pt) '|B I U -S-|§ =
=|@ - A -
[ProductName]

Notification of Workflow Step Completion

For [ApplicationName] the workfiow step [Major]/[Minor] has been
completed.

View Details

1 pesign [ AL | Preview

Creating a New Email Template
You can create a new email template by clicking Add on the Email Template Administration page.

The Email Template Details page, where you enter and format text, includes a text editor that features both a design view
and an HTML code view.

Note - In previous releases, email templates were stored on the Workflow Manager server in the
Workflow Manager\wwwroot\EmailTemplate directory, and to add a new email template, you would just copy and edit one of

the existing text files in that directory. Starting with Workflow Manager 2013 R2, the email template text files are stored in the

Workflow Manager database, and you must use the Workflow Manager interface to create a new email template, as described
in this section.

To create a new email template, perform the following steps:
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=
M

Task To create a new email template:

1. Inthe navigation bar, click Email Templates in the Settings menu. The Email Template Administration page opens,
and lists all existing email templates.

2. Click Add. The Email Template Details page opens, displaying an empty text editor window.

3. Entertext as described in Editing an Existing Email Template

4. Usethe Notification Variable list to insert replaceable parameters, if desired, as described in Using Notification
Variables in Email Templates.

5. Inthe Remarks field, enter notes or comments to identify the purpose of this email template, if desired.

6. Click Save to create the new email template.

Using Notification Variables in Email Templates

When you create or edit email templates, you can insert notification variables in the Subject line and in the body of the
email, and the values of those variables will be automatically entered when the email is sent, such as workflow request
name, project name, etc. Many of the default email templates include notification variables, such as this Notice of Past Due
Workflow Requests:
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Email Template Details

* Template name:

Notification variable:

NewSLABreakage tut

Notification Variable

Notice of Past Due Workflow Requests for [ProjectMame]

[CompanyMame] v Insert

| avial v| (Fontsize) ¥ B I U & |= =

Workflow Manager
Notice of Past Due Workflow Requests

Project: [ProjectName] ——— Notification Variable

:The following Workflow Requests are past due the Due Date defined in your :
:organization’s Service Level Agreement (SLA). All the date and time values are in

urrent Date :; Status

urrentDate] E[S‘tatus]

[ »

._| Design ” HTML ” Preview |

Figure 5-86: Notification Variable Used in Email Template

The notification variables that you can use in an email are listed in the Notification Variable list on the Email Template

Details page.

To insert a notification variable into an email, perform the following steps:

Task To insert a notification variable into an email template:

1. Inthe navigation bar, click Email Templates on the Settings menu. The Email Template Administration page

appears, and lists all existing email templates.

2. Either click the name of the email template that you want to edit or click Add to create a new email template. The

Design view of the Email Template Details page opens.

3. Toinsert a notification variable into the body of an email, place the cursor at the desired location in the body, then

select a variable from the Notification variable list and click Insert.

4. Toinsert a notification variable into the Subject line of an email, enter the variable, enclosed in brackets, at the

desired location in the Subject field, such as:

[CompanyName]: Notice of Issue Response
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Using Replaceable Parameters in Email Templates

In addition to adding notification variables to email templates, as described in Using Notification Variables in Email
Templates, administrators also have the option of performing advanced customization by inserting replaceable
parameters which will be replaced with data before an email is sent.

® Replaceable Field Delimiters
® Predefined Replaceable Values

® Using Data Items As Replaceable Values

Replaceable Field Delimiters

Replaceable parameters fields are delineated with the characters %%# and #%%. You need to surround both predefined
replacea