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Nintex Forms 2010: Tutorial — Designing Nintex Workflow Start Form

Introduction
This tutorial will demonstrate how to:

1. Create a site workflow that will allow users to RSVP for a party using a workflow start form and
send an email notification to the party organizer.

2. Configure the Nintex Forms Start Site Workflow web part to host the RSVP start form created in the
step above.
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1. Navigate to a SharePoint Team Site.
2. Click on Site Actions > Nintex Workflow 2010 > Create Site Workflow.

— View &ll Site Content
“'E view all libraries and lists in
thiz site.

Edit in SharePoint Designer
Create or edit lists, pages, and

workflows, or adjust settings. o Create Site Workflow
. o gn| Create a workflow that can be
Site Permissions o L run without a list item
Q\d Give people access to this site. -
r"'r_‘.’r\_ Manage Site Workflows
) ) [ Manage workflows that can be
£ Site Setfings o L run without a list item
Sk Access all settings for this site.

oS View Workflow History
Q View the details of a running or

Nintex Workflow 2010 J -
ﬁ Manage workflows using Nintex *| completed site workflow

Workflow 2010. o™ Schedule Site Workflows

3. Inthe Nintex Workflow 2010 Ribbon, click on Workflow Settings.
4. In the Workflow Settings dialog change the Title to “Party RSVP”.

Workflow Settings

Waorkflow Settings

H B & ™ @

Save Cancel Variables Association Edit Start Help
Columns  Form -

Commit Settings Help

Title and description

Title * Party RSVP

Description S

5. Click Save.
6. Inthe Nintex Workflow 2010 Ribbon, select the Workflow Settings drop-down and then Variables.

Site Actions ~ B Browse Nintex Workflow 2010

N N ~ = ) I D @ I
= ¢ [ g d i ) = i
H & EEm AN & QLU 0
Save Publish MNew Open Close  Print Import Export  |Workflow Settings Zolom Zgortn 100% Help
n ur

Import/Export View Help

] Workflow Settings

& Wariables h

7. The Workflow Variables dialog will open.
8. Select the New button from the Workflow variables Ribbon.
9. Enter “First Name” in the Name field.
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10. Select Single line of text in the Type field.
11. Select Show on start form.

Create Workflow Variable

Warkflow variables

H B e

Save Cancel Help
Commit Help
Mame First Name
Type @ Single line of text @ Person or Group

{® Multiple lines of text & Integer

{® Choice ) List Item 1D
) Mumber () Action 1D
) Date and Time ) Collection
) Yes/No

Default value

Show on start form
Required |
12. Click Save.

13. Repeat steps 9 — 12 to create a “Last Name” variable.
14. Create a new variable:
a. Select the New button from the Workflow Variables Ribbon.
Enter “Dietary Requirements” in the Name field.
Select the Type as Choice.
Enter the following options “None”, “Vegetarian”, “Vegan”, and “Celiac”, in the Choices text box.
Select Drop-down menu as the Display Format.
Select Show on start form.
Click Save.
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Create Workflow Variable

Warkflow variables

Save Cancel Help
Commit Help

Name Dietary Requirements

Type @ Single line of text @ Person or Group
{® Multiple lines of text & Integer
@ Choice ) List Item ID
) Number {© Action ID
i Date and Time @) Collection
@) Yes/No

Default value Mone

Choices Naone -
Vegetarian
Vegan
Celiac -
Type each choice on a separate line.

Digplay format Drop-down menu E|

Show on start form

Required

15. Create the following new variables:
h. Attending

i
ii.
iii.
iv.
V.
i. Partner
i
ii.
iii.
iv.
V.

Enter “Attending” in the Name field.
Select the Type as Yes/No.

Select Yes in the Default value.
Select Show on start form.

Click Save.

Enter “Partner” in the Name field.
Select the Type as Yes/No.

Select No in the Default value.
Select Show on start form.

Click Save.

j.  Partner Name

i.
ii.
iii.
iv.

MNorkflow

NINTEX

for Everyone

Enter “Partner Name” in the Name field.
Select the Type as Single line of text.
Select Show on start form.

Click Save.
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16. The following Workflow Variables should now be created:

Workflow Variables

Warkflow variables

DX @

Close Mew Delete Modify Help

Commit Mewr Actions Help
MName Type Show on start form
First Name Single line of text Yes
Last Mame Single line of text Yes
Dietary Reguirements Chaoice Yes
Attending Yes/MNo Yes
Partner Yes/No Mo
Partner Name Single line of text Yes

17. Close the Workflow Variables dialog box.
The next step details how to send an email with all of the collected information.

18. From the Workflow Actions toolbox, drag a Send notification action onto the canvas.

Send notification | -

r!\i

19. To configure, double-click on the center of the Send Notification action.

20. Configure the Send notification action.
a. Enter the recipients email address in the To box.

b. Enter “Party RSVP” in the Subject box.
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To create the body of the email, enter the desired text and Workflow Variables in the textbox.
To insert the references:

Type “Attending:” into the textbox.

Click on the Insert Reference button.

Select the Workflow Variables tab.

Select Attending and then OK.

Press the return button to start on a new line.

Repeat steps 1-5 to insert the Attendee and remaining references to compose the message as shown below.
Click on General tab and Save.

Nou ks wnNRE

Configure Action - Send notification

General

H8 &2 & (% 0

Save Cancel |Action| Labels Common Wariables Help

Commit Settings Variables Help

To* |ju-hr1.smith@cumpanvabc.cum | [E%]

Send individually addressed notifications

cC | | [CEx
From | | [CEx
Importance [Normal [+ |

Subject * [Party RSVP | &
Attachments

gk Add attachment

Rich Text || Insert Reference

Attending: Attending

Attendee:First Name Last Name

Partner Attending: Partner

Partners Name: Partner Name

Dietary Requirements: Dietary Requirements

Delivery type @ Email @ IM ) User preference
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1. Click the Workflow Settings button in the Nintex Workflow 2010 Ribbon.

Site Actions ~ @Y Browse Nintex Workflow 2010

HRawEdE AR & aai e

o (B8 el k| 4

Save Publish Mew Open Close Print Import Export Workflovkttings Zolorn Z(%ortn 106% Help
- - - - n u
File Import/Export Settings View Help

2. Select the Edit Start Form drop-down in the Workflow Settings Ribbon and select Edit with Nintex Forms.

Workflow Settin

Workflow Settings

H 8 % % @

Save (Cancel Variables Association [Edit Stark Help
Columns Form -

Commit Seftings Edit with Nintex Forms
=
Title and description h
Title * Party RSVP
Description

3. The form will open configured with the Workflow Variables that were previously set to Show on Start Form.

-l formsz00

First Name

Last Name

Dietary Requirements MNone

Attending

Partner Name

Microsoft Partner
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4. Right-click on the Nintex Forms 2010 form banner and select Delete.

L1

First Name s Bring To Front
= Send to Back

w Settings

Last Name Insert Control

# Cut

53 Copy
Dietary Requirements @8 Paste

¥ Delete M
Attending ”

Partner Name

5. Inthe warning dialog, click OK.

Message from webpage I

':9] Are wou sure you wank bo delete the selected conkrolis)y

Cancel |

6. Select the Cancel button. Repeat steps 4-5 to remove from design canvas.

7. From the Form Controls toolbox, select the Label control and drag it onto the design canvas.

8. Select the Label control and edit the text to display “Party RSVP”. Format the control so that it looks like a title
for the form.

9. Rearrange the controls on the form as desired. Below is an example.

Note: Hold down the Ctrl key while selecting both the label and control.

Microsoft Partner
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Party RSVP

Attending

First Name

Last Name

Dietary Requirements

Partner Name

Submit

Note: In the screenshot above, the colors in custom CSS styles (.nf-form-input, .nf-section, .nf-section-bottom)
have been modified.

10. From the Form Controls toolbox, select the Image control and drag it onto the design canvas.

11. Select the Image control.

12. Locate Image URL in the Control Properties Ribbon. Enter:
“http://i.istockimg.com/file_thumbview_approve/14552950/2/stock-illustration-14552950-party-balloons.jpg”.

13. Enter “Balloons” in Alternate text.

14. The image will appear on the form. Resize and rearrange the image control as desired.

Form Designer - Initiate Workflow

Nintex Forms 2010

OC2 % Delete i& % Cut Image URL  http://i.istockimg.com/file_the [Hori width 100% e
o ? ’.- Bring to Front “j 153 Copy Alternate text Balloons [Vertical height  100%
Control ___ Paste Help
Settings = Send to Back elect All ICSS class v
age Clipboard General Appearance Help
Form Cont
Search” Pa t RSVP
Border Button
Attending
— — First Name
Choice Date/Time
— Last Name
Hyperlink Image Dietary Requirements
@ A= Partner Name
4 =
Label Multi Line
Textbox
N —_
1
General : Submit
SharePoint
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15. Double-click on the Start button control.
16. In the General section, change the Button label to “Submit”.

Control Settings - Button

General

H &8 @

Save  Cancel Help

Commit Help
Button action |Save and Submit E|
Button type | Button lz'
Button label |S|.|bmit | a

Appearance

17. Click Save.

18. To change the text on the Attending Yes/No control and the Partner Yes/No control:

a. Double click the Yes/No control.
b. Change the Text to “Yes” in the General section.
c. Click Save.

19. In the Nintex Forms 2010 Ribbon, click Save and Close.
20. Save and Publish the site workflow.

The site workflow and its start form have now been created, configured and published.
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Configure the Nintex Forms Start Site Workflow web part

1. Navigate to the SharePoint page you want to add the Party RSVP form to.

2. Select the Page tab and click the Edit button on the Ribbon.

3. Select the Insert tab and click the Web Part button on the Ribbon.

4. Select Nintex Forms 2010 in the Categories section. Select Start Site Workflow from the Web Parts section.

Administrator -

Site Ations ~ @8 M Browse Page |G
= E QD B mim

Table Picture Link Upload Web Existing Mew

- File Fart List List
Tables Media Links ‘Web Parts
Categories Web Parts About the Web Part
[E Lists and Libraries ﬂ | O start Site Workflow Start Site Workflow
[J Business Data k This web part allows you to select a site workflow where the form
& Content Rollup to initiate the workflow (start form) has been customized using
Nintex Forms.
CH Fiters
E3 Forms

3 Media and Content
[ Nintex Forms 2010
[ Outlock Web App

B, i, j
-
Upload a Web Part ¥ Add Web Part to:| Rich Content [ ]
( Add ][ cancsl

5. Click the Add button.
6. Edit the settings for the web part. Click the Workflow drop-down to activate the web part menu and select Edit

Web Part.
InitiateWorkflow -
Object reference not =et to an inst Minimize
Cloze

Welcome to your sij o o

Add a new image, change this welc Edit Web Part to
this page by clicking the edit button Export k

Shared Documents to add files or o port... new
team events. Use the links in the getting started section to share

7. Inthe Start Workflow Settings section:
a. Select the Party RSVP workflow from the Select the site workflow to start drop-down.
b. Change the Confirmation Message to “Thank you for your RSVP”.
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8. Change the Title of the web part to “Party RSVP” in the Appearance section.

4 Party RSVP =
Start Workflow Settings

»

Select the site workflow to start
Select a published site workflow where
the start form has been customized with
Nintex Forms.

Party RSVP ]

Refresh form on submit
The form will refresh in a blank state once
it has been submitted.

Redirect URL

If not set to 'Refresh form on submit’,
specify the URL to redirect to after the
form has been submitted.

Confirmation message
If =et to 'Refresh form an submit', specify
the confirmation to be displayed when the
form has been submitted.

Thank you for your RSVP

= Appearance

Title
Party RSVP

9. Leave the other options as the defaults and click OK.

10. Click Page tab.

11. Save and close page.

12. The Party RSVP form will now be displayed in the SharePoint Web Part.

NlNTEx' Www.nintex.com | support@nintex.com | j"

Micresoft Partner

Workflow for Everyone™
© 2011 Nintex USA LLC, All rights reserved. Errors and omissions excepted.



Ed Eorms2o10

Nintex Forms 2010: Tutorial — Designing Nintex Workflow Start Form

Party RSVP .

Party RSVP

Attending

First Name

Last Name

Dietary Requirements

Partner Name

Submit

13. Enter your details and click Submit.
14. The following email will be sent.

-1 administrator@pm-nf2010-1.nintextest.com Actions ~ (3
Monday, Juby 18, 2011 3:50 PM
To: Administrator

Workflow Motification

Attending: True
Attendee: Joshua Tan
Partner Attending: True
Partner's Name: Wennie

Dietary Requirements: None
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