9D NINTEX
r] WDHKFLDWEDD?

Tutorial 1:

Leave Request Workflow creation

Start

Reguest Received

Email Receipt

Send to Line Manager
leave leave
. dedined approved

Leave declined Inform HR

Inform requestor

Leave approved

Inform requestor

@D

In this tutorial, we are going to create the workflow shown above. It is a relatively simple business process which we
will automate to enable employees to apply for leave online.
In this case the workflow will be set up to acknowledge receipt of the application for leave, send a request for approval

IR

to the user’'s “Manager” and act on the “Manager’s” decision.

IMPORTANT NOTE: to enable the automatic choice of a user's manager, the information must be available in the
user’s Active Directory account. If you are using a site hosted by Nintex, the user's manager information will not be
available. Please consult your System Administrator if you have any questions about Active Directory and how it is
used in your organization.

Furthermore, this tutorial assumes that the SharePoint system you are accessing is fully and correctly configured.

People undertaking the design of a workflow require “Design” permissions in SharePoint and “Allowed workflow
designer” permissions, a Nintex option.
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Tutorial 1 — Part 1:
Enabling Nintex Workflow 2007 in a new site

¥ wss poral LT — 1. Navigate to the SharePoint 2007 site you wish
R v e e ] . :
e | [ to use for this tutorial.

ﬁmmmwszmlw 12/12/2006 n::n»; #

vl formation, and doc o marmaten on Wm

El Add new announcement

cobendr ) eeee—

‘There are currenty no upcomng events, To add a new event, dick "Add new event” below. e bk, click “Add new ik below. i

B Add new event @ Add new link.

§# wss Portal 2. To enable Nintex Workflow, click Site Settings
| I o= [ roicotrg [ oct ¢ then “Site Features”.

WSS Portal > Site Settings

Site Settings

Sitc Information
Site URL: http:/fobs-steve:81/
Mobile Site URL: http:/fobs-steve:81fm/
Wersion: 12.0.0.4518
Users and Permissions Look and Feel Galleries Site Administration
® People and groups @ Title, description, and icon o Master pages o Regional settings
® Advanced permissions = Tree view @ Site content types ® Site libraries andlists
o Site theme o Site columns o Site usage report
a Top link bar @ User alerts
8 Quick Launch @ RS§
@ Save site as template @ Search visibility
= Reset to site definition @ Sites and workspaces
© Site festures
@ Delete this site
T ﬁ 3. You will see Nintex Workflow there as an option.
SR Sl S ST Click the “Activate” button then return to the home
Site Features K
page of the site.
Name: Status
Nintex Podcasting
S———
r‘!_ Nintex Workflow
Enables Nintex Workflow on this teamsite.
- Team Collaboration Lists

Status
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Tutorial 1 — Part 2:

Creating a Nintex Workflow

&4 wss portal
Ho sbste  Podastng | Betal

VIS5 Portal > Leave Requests > Settings

Customize Leave Requests

List Information

Name: Leave Requests

Web Address: ol

Description:

General settings Permissions and Hanagement Communicatians
= Tite, description and navigation = Delete this st = RSS settings
8 Versioning ssttings 8 Save lst as template

= Advanced settings = Permissions for thislist

= Workflow settings
Columns
the lst. The ty avaiable i this st

ol (dick to edit) Tipe Requred
Tite Single Ine of text

Leave Type Croice. v
Comments Multiple ines of text

Start Date Dste and Tre v
Retum Date: Date 3nd Tme: v

Total days Number -
Address Multipie Ines of text

Contact o Single Ine of text

CreatedBy Person or Group

Modifed By Person o Growp
= Create cokrn

® dd from existing site columns
® Column ordering
= Indexed cokmns

4 wss portal

i sthsite  Podeasting  Beta 1

PEE:- WSS Portal > Leave Requests

Leave Requests
View All Site Content

share a document with the team by adding it to this document library.
Documents

New = Upload = Actons - ilmuw?ﬁ
= shared Documents

Type Create Column fed

Add = column to store additionsl
ﬁlj i A 20 new item, dlick New" or "Upload” above.

O Modified B
Lists There are no items to show in ths view of
= Calendar | createview
= Tasks f Create a view to select columns,

filtrs, and other display settngs.

e
| Document Library Settings
= Team Discussion @' Manage settings such as permissions,
A columns, views, and policy.

1. For the purposes of the tutorial, you will need to
create a List to handle Leave Requests. Ensure that
suitable columns are available in the SharePoint list.
These are data fields that will be used in the
workflow. In this tutorial we will need:

Leave Type
Start Date
Return Date

Total Days

The screenshot to the left shows the minimum
required fields.

2. From within your Leave Request list, activate the
“Settings” dropdown menu then click on “Create
Workflow”.

People and Groups
18] Recycle Bin

Manage Workdlows
ﬁ Edit or delete workfows in this st or
lbrary.

Create Workflow

] create 2 new vorkfow usng the
Nintex Workflow desiger

s
Select a workflow template

nintex

' Blank
Blank Design a new workflow from a
blank page. Alternatively,
Business Process select a template from one of
Management the categories.
Human Resources
Information
Technology
Category: Blank
Create

3. A Template Picker will load. For this tutorial
choose “Blank Workflow”. You can double click the
option or select it and click the button at the bottom
of the page. For future reference you will be able to
choose from a variety of pre-defined, fully editable
workflows.
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Tutorial

1 - Part 3:

Adding and Configuring a “Send notification” Workflow Action

g4 wss Portal

E subsite  Podcastng | Beta 1

WSS Portal > Leave Requests > Nintex Workflow Designer

Nintex Workflow Designer : New Workflow

Request approval

>4
Send a notification

Integration
Libraries and lists
Logic and flow
Publishing
Sites and workspaces
User interaction

Create and modify Nintex workflows

Actions ~ | Settings ~

4 wss portal

i subsite  Podeasting  Beta 1

o WSS Portal » Leave Requests > Nintex Workflow Designer
bk Nintex Workflow Designer : New Workflow
D
Workflow Actions & | | Create and modify Nintex workflows
Commonly used Actions ~ | Settings ~
Request approval ‘Send a netification
X
Send a nofification
Integration
Ubraries and lists (Cend )
Logic and flow
Publishing
Sites and workspaces
Send a notification -
Configure
Edit Labels
2 | Copy
K Delete

€D

1. Once the template has been chosen, the
workflow is displayed. Having chosen “blank”, only
the Start and End blocks are shown, as well as a
blue “pearl”. When activities are added to a
workflow they are dragged and dropped onto a
pearl from the Actions palette. Alternatively, you
can right click on a pearl and select an action from
the list that appears. The “Commonly used” palette
is shown expanded and opens by default. The
other palettes are shown collapsed in this
screenshot. They contain sets of related actions.

2. The first action we add to the workflow is “Send
a notification”. It is dragged from the palette and
dropped onto the pearl. Pearls above and below
the “Send a notification” action now appear to
allow other actions to be added.

In this scenario the natification is intended as a
courtesy, acknowledging receipt of the request.

3. To configure the “Send a notification” action,
activate the drop-down menu by left-clicking
anywhere in the action’s top banner area.

Then hover down to “Configure” and click it.
Alternatively you can double-click the action’s icon.

www.nintex.com sales@nintex.com

© 2007 Nintex LLC, All rights reserved. Errors and omissions excepted.

Microsoft



9D NINTEX
r] WDHKFLDWEDD?

>4 send a notification @
To" | | G2
(|| | G2
Subject” | | &d i
Attach file [~
Format IRichText 'I
I|B L U|E==[{cic&=1% . InsertReference
=]

Rich Text Editor

Delivery type® & Email " LGS ¢ User preference

Webpage Dialog

2 Select People and Groups --

lookup list.

i Search for people and groups from the directory, add external email addresses cr select addresses from the

| ¥ Internal Search
I ¥ Add external emal address

@Lodu.p

Common
Initiator
Manager

Item Properties
Checked Out To
Created By
Modified By

4. A configuration dialog box is loaded for the “Send a
notification” action. This first email is our
acknowledgement of receipt and we want it sent to the
initiator of the workflow.

Click the lookup button to the right of the text field to
add a recipient.

5. A “Lookup” box is loaded and options displayed. In
this case we want the “initiator” to be emailed. Expand
the “Lookup” section, select “Initiator” and click “Add”.
“Initiator” will be added to the Addresses field below.
Click the “OK” button when you are finished.
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6. The rest of the email can be composed in a similar
2} Lookup — Webpage Dialog way by inserting lookups. The lookups appear red
and will be filled in with real data when the workflow is
activated.

Common
Workﬂow All Approver Comments

Approver Comments
Initiator

L as snippet _ emplate Item Display Name
= ‘ S Item Url
1il -- Webpage Dialog List Name
Manager
) Manager's Display Name
il Site Name

Web Url
Worlk'low Status Url
Workilow Title

|{Cummun11mt\atnr}

|Laave request - Leave Tvpe -

Mode: —

{1|B 7 U |=

7 : : 7. For the purpose of the tutorial, please complete the

Send a notification g rest of the notification so it appears similar to the

screenshot to the left. Then click “Save”. To add

details about the document, list item, library or list,

To" |{Common-nitiator} | use the “Insert Reference” button, which works in a
similar way to the Lookup feature.

EE | | o

Subject” |Lea\re Request - Leave Type - Initiator's Display Name| G

Attach file [

Format IRich Text 'I
AmBZU| 8 A%+ | N

Your leave request has been received and forwarded to Manager's Displayv Name for ;I
review.

Leave details
Type: Leave Tvpe
Start Date: Start Date

Return date: Return Datel

Delivery type" & Email ¢ LGS ¢ User preference
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Tutorial 1 — Part 4:
Editing the Labels of a Workflow Action

Start 1. With the email configuration saved, we can make the
- appearance of this workflow action more descriptive by
applying labels.

Activate the Action’s drop down and click the “Edit
Labels” link.

Send a notification  ~
Configure
EditLabels |
Copy

Delete

¥ v &l

Set action labels @ 2. Enter text in the positions you deem appropriate and
click the “Save” button (not shown).

Action title |Req uest received

Lefttext |

Right text |

Bottom text [Fmail raraipi]

Microsoft
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Tutorial 1 — Part 5:
Adding and Configuring a “Request Approval” action

STErt 1. We can now proceed with adding the next action to
the workflow. In this case it's the “Request approval”
action. The action is dragged from the palette and

T — dropped onto the pearl below the Email action. The
workflow designer draws the branches of the path
m automatically.
Email t

A yellow warning icon appears on the action to indicate
that is has not been configured, which is our next step.

Request approval =
dedined 4 prroved
&> Request approval @ 2. The Request Approval configuration dialog box lets
you choose users as approvers and the approval
conditions. The options are similar to those in
Approvers & SmartLibrary 2:
“All Must Approve”:
All selected users must approve the document or
Edit settings for [All Approvers = request for it to attain a status of approved.
e “First response applies”:

Aol somennnes. [ /sl stico e N pacs o) The first person to respond can approve or reject the

¥ Edit Approval Required Notification document or request and that decision will be the

@ Edit Approval Mo Longer Required Notification outcome.

“Only one approval is required”:
Approval Options” & Al must aporove  Firstresponse applies ) .
 Only one approval is required © vote The first approval entered will cause the status to be

approved. For a rejection to be recorded, all users
would have to reject it.

“Vote”:

A minimum number of users who must approve can be
set.
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&;, Request approval

Approvers |{Common:Manager}

Edit settings for IAII Approvers 'l

Allow Delegation [~
Allow LazyApproval [ (only applicable with email delivery)

@/ Edit Approval Required hotification

Delivery type & gmzjl € LCS ¢ None ¢ Approver preference

cc |

Subject |Appr0~al Required

Format IRich Taxt 'I

AAIB I U SE=E= | =EEQR AW T ™

A leave request has been received. The Leave details are:

Staff member: Initiator's Display Name
Start date: Start Date

Return date: Return Date

Total number of days: Total Davs

3. Clicking the “Lookup” button allows you to add a user
as in previous steps. Again, you can choose users from
Active Directory, SharePoint or from a list of Workflow
Properties (eg. initiator, user’s Manager).

For this tutorial, add an actual user that you can
consider to be the Manager (if you know that Active
Directory has not been set up with that information),
otherwise use the Manager lookup so it will be
automatically populated when the workflow runs. This
is also where notification options are set. Using the
Field Lookup properties and “Insert Reference” link,
you can set up the message to approximately match
what we have to the left. Any information can be typed
into the message body area. Click the “Save” button
when you have finished.

4. Please note that in this version (different to
SmartLibrary 2):

» a CC field is provided;

« notifications can be sent by Email, SMS (option not
shown) and Instant Messenger (specifically, Microsoft
Live Communication Server - LCS).

Please note: Nintex does not provide support for LCS
or SMS systems, they are the responsibility of the
service provider within your organization.

* “LazyApproval” is provided - simply replying to the
notification email with the appropriate word or words
will register an approval or rejection. LazyApproval is
only available when email is used.
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Tutorial 1 — Part 6:
Adding and Configuring the Remaining Notification Actions

Nintex Workflow Designer : New Workflow 1. Now we can define the workflow actions for the two
T —— different scenarios of Approved and Rejected.
bowe: | mes For Rejected we are choosing to email the initiator of

(start ) the workflow informing them of the decision. After that,

: the workflow ends.
Request received
N
Email Receipt
Send to Line Manager
Pl =
] Q
Inform requestor

Send to Line Manager =

e leave 2. For the “Approved” scenario we choose to inform an

i -2 i appropriate person, such as the HR Manager, of the
. decision so the absence can be measured and
resourced.

>4 DA

_9_;

Send to Line Manager =

3. Naturally we also choose to inform the initiator of the
decision.

leave
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Tutorial 1 — Part 7:

Saving the workflow

. L @ 1. With our simple workflow now complete, we can
= Title and Description configure its Settings by clicking the “Settings” button
then choosing “Title and Description”, name the
workflow and enter a brief description of it. When

Title” |Leave Request published, it will appear in the list of available workflows
for this list, so the Name and Description can be quite
Description  |Use this workflow to process leave requests. ;I important. Click “Save” when finished (button not
shown).
L
E
E Start Options @ 2. We can also setup conditions that will cause the

workflow to be initiated. Click the “Settings” button then
choose “Startup Options”. The “Start manually” option
can be enabled at the same time as “Start when items
are created” and “Start when items are modified” to
enable a document to be re-submitted to a workflow if it
has previously completed it. Click “Save” when finished.
You can also configure an “Expected duration” which
will help determine the visual status of the warning icon
in the “My Workflow Tasks” web part.

¥ Start manually

[ Start when items are created

[ Start when items are modified

Expected workflow duration Mot Configured

3. With our simple workflow now complete, we click the
“Publish” button. We are now able to return to the Leave
Request list.

The worlkflow has been published.

x|
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Tutorial 1 — Part 8:

Saving the workflow

1. Now we can begin to use the workflow. First navigate
el o ' to the SharePoint list where the form and workflow were
%} ﬁﬁ created and fill in the form. The list should be found on
mEmEEE the home page in the left navigation area: “Lists >

Title Leave Request | Leave RequeStS".
Leave Type

Once you click “OK” you are returned to the Leave
Requests list. Now activate the “Title” drop-down for the
list item and click “View Workflow History” and the
select the workflow from the list that appears to view a

Comments I need a holiday...pleasze!

Start Date * [12/18/2008 [ [ am ][00 ¥ . X . L
The first working day you will be away visual representation of where the item is in the

Return Date = [1/er2007 |E[sam ][00 v workflow. Click the title of the workflow on the page that
The day you will be returning to work

e - appears (not shown).

The total number of work days that you will be absent. (do not
include public halidays)

Address Palm Cove, Trinidad.

Address/location whilst on leave

Contact No +1 222 333 444| |
Caontact number whilst on leave

#4 WSS Portal
Sl S e 2. Due of our chosen settings, the list item enters the
By Worklow| Progress: Leave Request workflow straightaway. The green colouring around the

[ e on first action indicates that it has been completed, the

yellow colouring on the “Request Approval” action
e indicates that is as far as the workflow has progressed
and that action of some sort is required to advance the
S workflow. The grey actions lower down are actions that
—_— are yet to come. For the workflow to advance, the
e configured approvers must approve or reject the

document.
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