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About This Manual

This chapter provides information about using this manual.

Audience

This manual is intended for Forum managers who want to track routine work procedures
automatically and check the progress of any one procedure with a quick glance.

You do not need programming experience to use this manual, but you should be familiar with
the basic tasks of using and managing a discussion forum. (For more information, see the
User Guide and Getting Started Guide for Managers PDF files.)

Summary

This manual provides examples and step-by-step instructions for planning, creating, using,
and modifying workflow processes and new commands.

Chapter Description

Overview This chapter provides a background for the
entire manual by defining workflow processes
and commands and describing the user
interface.

Example: Reviewing a Document This example scenario shows how several
different users can take turns performing
specified actions on an entry to move it through a
workflow process.

Creating a Command Step-by-step procedures describe how to create
a new command for the Add menu in a
discussion forum.

Creating a Workflow Process This chapter contains step-by-step instructions
for planning the workflow, adding states, creating
state transitions, adding a workflow question,
setting access control, and setting e-mail
notifications.

Connecting the Command with the Workflow | This chapter describes further steps to complete
the customization, including associating the
command with the new workflow process. After
you do this, users initiate the workflow
automatically every time they use the command.

Audience



Chapter

Description

Getting Feedback and Making Revisions

Examples of adjustments and revisions illustrate
the importance of keeping the workflow process
and the command closely aligned with the work
users are doing, even as that work shifts or
changes.

Next Steps This chapter provides a brief description of the
more sophisticated customizations available to
you when you use templates or object overloads.

Conventions
What you see What it means
Click Tools. References to toolbar items, links, menu items,

Click Text box.
Click Administration.
Click Close.

buttons, and state and workflow names appear
in bold font.

Type Dr af t, then press Enter.
Open the press_r el ease. doc file.

Text that you type and file names appear in
Couri er font.

A condition is...

A new term appears in italics when it is first
defined.

The "Set access rights for all states" page
appears in the right frame.

Click the "Entry creator" checkbox.

Headings and labels appear in quotation marks.

Ctri+click This combination indicates that you can select
multiple items from a list (Windows only). Press
and hold the Ctrl key, use the mouse to click
multiple selections, and then release the Ctrl key.

(page 19) Cross-reference links (references to other parts

of this manual) are underlined. If you are viewing
this document in color, cross-references are also
blue.

vi
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More Information

Customers with maintenance contracts can participate in SiteScape’s support, Help, and
customization forums. These forums provide a greater level of detail, collaborative
exchanges with SiteScape engineers and the SiteScape support team, and the most up-to-date
information available about SiteScape products and services.

To access the forums, use the following URLSs:
Support:

Forum: http://support.sitescape.com/forum/support/dispatch.cgi/support

WebWorkZone: http://support.sitescape.com/forum/support/dispatch.cgi/wwzsupport

Help: http://help.sitescape.com/

Customization: http://support.sitescape.com/forum/support/dispatch.cgi/custom

More Information Vii


http://support.sitescape.com/forum/support/dispatch.cgi/wwzsupport
http://support.sitescape.com/forum/support/dispatch.cgi/wwzsupport
http://help.sitescape.com/

viii More Information



Overview

Chapter 1: Overview

Commands and workflow processes are two of the most powerful and versatile features of
SiteScape Forum. SiteScape software includes several specialized forums that make use of
commands and workflow processes:

e Resume tracker

e Sales account manager

Contact manager

Help desk
e Document review

The specialized forums are customizations of standard discussion forums. Each specialized
forum allows users to create entries that are suited to the exact type of task they must
perform. For example, in the "Resume tracker" forum, you can add the resume of a job
applicant, specify the applicant's desired salary, and give the applicant a rating. You can then
track the progress of each applicant as she is called, interviewed, had her references checked,
interviewed again, given an offer or turned away, and so on.

As another example, in the "Sales account manager" forum, you can add the company name,
contact information, potential sale date, and other information related to an account. You can
then manage and track the entire cycle of the sales lead, from "Assigned" to "Contacted" to
"Quote Sent," all the way through to "Lost" or "Won."

In addition to taking advantage of these packaged customizations, Forum managers can
create many more types of customized applications by defining new commands and
workflow processes. When you customize a discussion forum with new commands and
workflow processes, the forum facilitates and tracks the exact type of work done in your
organization. (You do not need programming experience to create these customizations.)

A command is an item on the Add menu in a discussion forum that collects and displays the
type of data that the discussion-forum manager wants. In addition to or in place of the
standard commands, you can define a new command, such as Add review document,
Create sales account, Submit problem report, or any phrase that applies to the work users
are doing.

A workflow process is an online representation of this work. The workflow processes
associated with the example commands in the previous paragraph could be named Document
Review, Sales Account Manager, and Problem Tracker. When creating a workflow process,
the discussion-forum manager defines an orderly and predictable process through which an
entry must pass. When someone uses an associated command to create an entry, the entry
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automatically enters the first state (step) of the workflow process. The entry then moves
through the process according to specified transitions (rules that define how an entry can
move from one state to another). Users can track the work done on the entry, and, if the
process has not been completed, it is clear who needs to take what action with the entry to
move it to the next state.

Workflow processes include these features:

¢ Automatic e-mail notifications that inform the appropriate users that they can now
work on an entry, or that an entry has remained in one state for too long.

e (Questions for users to answer at different states of the workflow—the response
determines the next workflow state for that entry.

e Precise access controls that specify, for each state, which users are allowed to respond
to workflow questions or view, modify, or change the state of an entry.

You can use workflow processes in discussion forums and task forums.

The next chapter provides a detailed example of the kind of powerful application that you
can create when you associate a workflow process with a new command.
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Chapter 2: Example: Reviewing a Document

This chapter provides a detailed example of a customization that uses a workflow and a new
command to post and review documents. Later chapters explain how to build this
customization step by step. (You do not need programming experience to make this
customization.)

Consider a publicly-traded company that manufactures shoes. In this company’s installation
of Forum, one discussion forum is designated for reviewing press releases announcing new
product lines and quarterly financial reports. The Press-Release Review workflow process
allows the appropriate people to review, edit, and approve each press release. The workflow
process moves each release through the different steps of the approval process.

First, the public relations manager enters the discussion forum that is used for reviewing
press releases. Then, he clicks Add on the toolbar and chooses Add a press release.

Public Relations Manager

Workspace | My summary | Disi

; s |
B Add s press relesse
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The form that appears allows him to enter information that is specific to press releases, such
as "Title of press release," "Release date," and so on.

Title of press release
|.J03rful Shoes Opens Manufacturing Flant in Brockton, MA

Release date

day marth VB op choose date from Togust September

IE?ﬂ IFEbruar\y j IEDD4j popup calendars: EV EV

Brief description of release

| Style | |Font =l |size =]

B 7 1

= iz ¢E

z
F— —

[Thd]

R

The news hoak here is that Brocktan was farmerly the shoe capital ofthe LISA

™ wiew HTHL Stop using the HTML editar Check spelling...

Attach press release
|C:1Dncuments and Settingsistuartivdy Documentsi)  Browse.. |
[ Add more attachments (a prompt will appear after you click OK)

Your manager's username
[directar Select from list.. |

Author's name
|stuart

OK I Cancel I Help I

The public relations manager adds a press release for review by completing the form and
attaching the document.
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The entry then appears in the discussion forum. Because it is new, its workflow state (step in
the process) is called Draft.

Public Relations Manager Tracker | Web files | Site map | Bookmarks | Search all | Help | Logout

Workspace | My summary | Discussions ¥ | Calendars | Tasks | Meetings ¥ | Messaging

Addw | Attach~ | Modifyidelete | Toolsw | Mext unzeen | List unseen | Search | Previous topic | Mext topic

Werkflow: Press-Release Revie

Wiew responses

(1 Press Releases
B 1. Joyful Shoes Opens Manufacturing Plant in Brockton, Ma Replhy

Release date
0B¥25/03 09:00 A

& Public Relations Manader Posted on 051403 05:53 PM

Wiorkflovy state changed by Public Relations Manager on 0584 4003 05:53 P

Brief description of release
The news hoak here is that Brocktan was farmerly the shoe capital ofthe LISA

Your manager's username
Marketing Director (directon)

Author's name
stuarnt

Attachments 7ip 0
Joytul Shoes Opens Manufacturing Plart in Brockion.doc @ Edit| HTMLID| 081403 05:52 P

The page that displays the press-release entry includes the title (Joyful Shoes Opens
Manufacturing Plant in Brockton, MA), the manager’s name (Marketing Director), and other
information that the public relations manager specified. A link to the uploaded document
appears at the bottom of the entry, below the "Attachments" header.

When an entry is in the Draft workflow state, both the public relations manager and the
marketing director can view it. However, only the marketing director has access to approve
the press release for review by the Review Committee. So, when the marketing director
views the entry, she sees a Change state to drop-down list.

Marketing Director Tracker | Web files | Site map | Bookmarks | Search all | Help | Logout

Workspace | My summary | Discussions w | Calendars | Tasks | Meetings ¥ | Messaging

Addw | Attach™ | Modifyidelstes | Toolz | blext unseen | List unseen | Search | Previous topic | Mext topic

Workflow: FPress-Release Review: Draft
Change state to:lReview vl 0K
Wiew responses —I

(7 Press Releases
E 1. Joyful Shoes Opens Manufacturing Plant in Brockton, MA Replhy
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She chooses Review from the drop-down list and clicks OK. This action moves the press
release to the Review state. Now, the Review Committee can access the entry.

When an entry moves to the Review state, the workflow automatically sends e-mail to the
members of the Review Committee to inform them that a press release is available for

review. The e-mail message contains a link to the discussion forum where the entry is
waiting.

Larissa, a member of the Review Committee, enters the discussion forum. In the list of
entries, she sees a column called State. This column allows users to see at a glance the
current workflow state of each entry. The "Joyful Shoes Opens Manufacturing Plant in
Brockton, MA" entry is now in the Review workflow state.

Larissa Slovsky Tracker | Web files | Site map | Bookmarks | Search all | Help | Logout

Workspace | My summary | Discussions % | Calendars | Tasks | Meetings ¥ | Messaging
Addw | Modify/delete | Tools™ | Mext unseen | List unseen | Search

= Press Releases

£ User filters Hone
Addimodifyidelete fitters
Unseen Hustber W Twpe State Task Title Replies  Author Activity date
! 1. B Review Jowful Shoes Opens Manufacturing Public Relations Manager 0819003 10:33 AM
Plant in Brockion, h&
“iew entry number: I OK | Top of page

When Larissa clicks on the entry title, the entry page appears. The workflow state
information appears on the entry page.

Larissa Slovsky

Workspace | My summary | Discussions v | (

Adedw | Attach | Modifyicelete s | Toolsw | Mext

Workflow: (Press-Release Review: Review
Wiew rESHONSEE

CJ Press Releases
E 1. Joyful Shoes Opens Manufacturing Plant in

To review the press release, she clicks the Edit button next to the link to the press release (at
the bottom of the entry page).

Attachments Zip O

Joyiul Shoes Opens Manutacturing Plart in Elrcu:k'tc-n.dn FLID|  OSM403 0553 PM
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Forum automatically "locks" the entry and opens the document in the appropriate program
on her computer (in this case, Microsoft Word). Larissa edits the press release, saves the file,
and uploads it to the discussion forum. Forum saves previous versions of the document.

Attachments Zip O
@ Joyful Shoes Opens Manufacturing Plant in Brockton.doc O Edit | HTRLIO| 021502 11:04 AM

Previous versions:
1 Joyful Shoes Opens Manufacturing Plart in Brockton.doc 0 081403 05:53 P

When an entry is in the Review state, members of the Review Committee see a question at
the top of the entry page. To answer the question, they click a radio button and then click
OK.

Larizsa Slovsky Tracker | Web files | Site map | Bookmarks | Search all | Help | Logout

Workspace | My summary | Discussions v | Calendars | Tasks | Meetings v | Messaging

Addw | Attachw | Modifyidelete | Toolsw | Resxt unmeic | Mext topic

Workflow: Press-Release Review: Rewi Is this document ready for legal review?
Wiew responses s Ves
(& Mo
OK
(1 Press Releases ~—
E 1. Joyful Shoes Opens Manufacturing Plant in Brockton, Ma Rephy

If everyone on the Review Committee answers "Yes" to the question, the entry automatically
moves to the Legal Review state. However, if some people answer "No" or do not answer
the question, the entry does not change state.

If the entry does not change state for two weeks, the workflow automatically sends e-mail to
the committee leader and to the chief legal counsel, letting them know that the entry has been
inactive for two weeks. The e-mail message contains a link to the entry.

In the Review state, the committee leader has access rights to make a decision that overrides
the opinions of the others. When the committee leader views the entry, he sees the workflow
question and a Change state to drop-down list.

Committee Leader Tracker | Web files | Site map | Bookmarks | Search all | Help | Logout

Workspace | My summary | Discussions % | Calendars | Tasks | Meetings ¥ | Messaging

Addw | Aftach~ | Modifyideletes | Toolsw | Mext unseen | List unseen | Search | Previous topic | Mext topic

Workflow: Press-Release Review: Review IS this document ready for legal review?
Vigw fesponses 3 Tes
/ ' Mo
Change state to; | Draft 'I ﬂl

Craft

Press Releas
B ul Shoes Opens Manuta ifig Plant in Brockton, MA Rephy
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The committee leader can choose the Legal Review workflow state from the menu, allowing
the members of the Legal Department to take their turn reviewing the press release, or he can
choose Draft from the menu, and send the press release back to the public relations manager
for further revisions.

In this example, a few members of the Review Committee answer "No," so the entry does
not change state. But the committee leader reviews the press release and decides that it is
ready for the next state. He needs to override the others’ answers and change the state
manually. So, he chooses Legal Review from the Change state to drop-down list and clicks
OK.

The Legal Review state appears at the top of the entry. It is now the Legal Department’s turn
to review the press release.

Committee Leader Tracker | Web files | Site map |

Workspace | My summary | Discussions W | Calendars | Tash

Addw | Toolsw | Mext unzesn | List unseen | Search | Previous topic

Workflow{ Fress-Release Review: Legal Review
T

[ Press Releases
B 1. Joyful Shoes Opens Manufacturing Plant in Brockton, Ma

As before, the workflow automatically sends e-mail to the members of the Legal Department
to inform them that a press release is ready for their review. The e-mail message includes a
link to the discussion-forum entry.

The members of the Legal Department take their turns reviewing the press release and
adding comments as replies to the entry.

[ Press Releases
B 1. Jovful Shoes Opens Manufacturing Plant in Brockton, his
€7 1.1. Trademark status Rephy

Chief Legal Counsel Posted on 084 5/03 01:44 PM

Our trademark status has changed. You must add the following statement to the bottom of
ALL press releases:

Joyful Shoes is a registered trademark of Joyful, Inc. All other trademarks are the property of
their respective owners.

The chief legal counsel is the only one with access to move an entry out of the Legal Review
state. When she is ready, she can change the workflow state of the entry to Public, allowing
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all readers to view the press release, or she can change the state to Review, sending the press
release back to the Review Committee for further revisions.

Chief Leqgal Counsel

Workspace | My summary | Discussions % | Calendars | Tasks | Meetings ¥ | Messaging

Addw | Attachw | Modifyidelste | Tools | Mext unseen | List unseen | Search | Prewious topic | Mext topic

Tracker | Web files | Site map | Bookmarks | Search all | Help | Logout

Workflow: Press-Release Review: Legal Review
Change state tn:IPuinc vl
Wiew responses

C 1 Fress Releases

E 1. Joyful Shoes Opens Manufacturing Plant in Brockton, Ma

Review

Reply |

The chief legal counsel chooses Public from the drop-down menu and clicks OK. The entry
then moves to the Public workflow state, which appears at the top of the entry page. The
entry is now available for viewing in read-only format by all users who have access to this

forum.

Sara Chang

Tracker | Web files | Site map | Bookmarks | Search all | Help | Logout

Workspace | My summary | Discussions + | Calendars | Tasks | Meetings + | Messaging

Addw | Tools | Mext unseen | List unseen | Search | Previous topic | Mesxt topic
e —————————

Workflow: Press-Release Review: Public

[ Press Releases
B 1. Joyful Shoes Opens Manufacturing Plant in Brockton, MA

Release date
08725503 09:00 AM

f Fuhlic Relations Manadger

Posted on 08/ 4103 05:53 PM
Modified by Larissa Slowsky on 085103 11:01 A
Wiorkflovy state changed by Chief Legal Counsel on 084503 01:53 PM

The next chapters provide step-by-step instructions for creating this command, Add a press
release, and its associated workflow process, called Press-Release Review.




Example: Reviewing a Document

10



Creating a Command

Chapter 3: Creating a Command

This chapter provides instructions for creating the Add a press release command for the
Add menu in the discussion forum. In a subsequent chapter, you create the Press-Release
Review workflow process. Finally, you associate the command with the workflow process,
so that users who create an entry with this command automatically start the workflow.

Before you begin the exercises described in this tutorial, SiteScape recommends that you
create a separate discussion forum, because this customization changes the way that the
forum functions. You can name the practice forum "Press-Release Test."

Note: To create a discussion forum, you must be able to log in at the level of a workspace
manager. If necessary, have your workspace or zone manager create the forum.

You can restrict access to the "Press-Release Test" forum, so that only a few users can enter
and use the new command. Encourage these users to offer suggestions for improvements.
Later, after you make revisions, you can export the workflow process and the new command
to another discussion forum for general use (page 53).

To create the Add a press release command, you must:
e Plan the New Command (page 11)
¢ C(Create the Command (page 12)
e View the Current Command (page 17)
¢ Adjust the Layout of the Command (page 18)

Plan the New Command

Before you create the command, interview your users to collect information. What
information should appear in the entry? List the information that the command must collect:

e Name of entry creator

e Manager’s username

e Title of press release

e Brief description of release

e Author’s name

e Release date

e Place to upload the press-release file

You will refer to this list as you create the command.

Plan the New Command 1
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Create the Command

To create the Add a press release command, you must:
e Access the Command-Definition User Interface (page 12)
e Name the New Command (page 13)
e Use Default Elements (page 14)
¢ Add Elements (page 16)

Access the Command-Definition User Interface

To access the command-definition user interface:
1 Enter the "Press-Release Test" forum.
2 From the Tools menu, click Administration.
The "Discussion-forum management" page appears.

3 In the row titled "Customize commands and workflows in this forum," click Develop
commands interactively.

rkflows in this forum
Develop comms ST lemplates/il
Develop workflow processes(T]

Maodify standard menu carmmands

The "Add a command" form appears in the right frame. (If a list of existing commands
appears, click Add a command on the toolbar.)

Develop workflow processes L1/ | Develop commands interactively (L Current forum: Press Releases

Select & command | Add & command | Command layout | 10 Preview b3 | Cloze |

Add a command

Command name (as itwill appearin the Add menu);

Add

12 Create the Command



Name the New Command

To name the new command:

Creating a Command

1 In the "Command name" box, enter the name of the new command:

Add a press rel ease

2 Click Add.

The three frames of the command user interface appear.

Develop workflow processes [ Develop commands interactivehy (& Current forum: Fress Releases
Select a command | Add s command | Command [ayout | D Previewsy I_Iil | Clase |

Edit the command

# Rename the command

Set the command type
Azzociste 8 workflow process

-

-

Command:
Add a press release

wyith this comman

& Retire thiz command

= g entry display slements I_Iil

Add standard elements 1]
® Reservelreleaze

Heywearids

Send mail on replies

Alloryy edits by other members

Qverload area I_E‘

-
-
-

Add HTML layout elements 1]

& Label o Select box

o HTML 2 Radio buttons
o mage = User list

® File upload ® Table start

& Date & Table header
® Texthox & Table row

® Textarea ¥ Takle cell

® Checkbox ® Takle end

Lay out the command: Add a press release
Command type: Entry

Modify/view I I]ele‘tel Move up ||1 Move down |

Current elements (in the order they will appear)

D)0 D]0D

Modifyiview

Signature and date I_E‘

Local features 1 I_EI

Local features 2 I_E|

Caption Other options
Title Cols: B0
De=cription Cols: 60 Rowes: 8
Add an attachment

Move up I |1 Move down |

Each frame displays different information:

The top frame displays the toolbar, with links for choosing commands, adding
commands, and previewing commands that you are building.

The left frame displays links for editing a command and for adding individual
elements to the command. When you click a link in the left frame, the appropriate

form appears in the right frame.

The right frame displays the "Lay out the command" table, which lists the elements in
the new "Add a press release" form, such as the Title and Description. (The "Lay out
the command" table in the picture lists the elements that are present by default.)

The right frame can also display forms for you to complete as you build the
command. After you complete a form, the updated layout table appears.

Create the Command
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Some elements appear only on the add-entry form, and others are visible only on the entry
page in the discussion forum. There are also elements, such as the title and description, that
appear on both the add-entry form (left) and the entry page in the discussion forum (right).

Title
Wersion 437.0 Release

Text

The release date forVersion 437.0 is set for April 14, ;l @ 2. Version 437.0 Release
2068,

SiteScape Mananer  Posted on 090411005 09149 P

The release date for Wersion 437.0 is set for April 15, 2068,

=

=g
.

=

«»

In contrast, the "Signature and date" element, which displays the name of the entry creator
and a date and time stamp, appears only on the entry page in the discussion forum (see the
picture on the right, below the title).

To see what the "Add a press release" form looks like at this point, click Preview on the
toolbar. The form appears in a new window. If you complete the form and click OK, the
entry page in the "Press-Release Test" forum appears in the new window.

You can use Preview to check your progress as you build the command. You can leave the
new window open, and refresh the page after adding an element to the command. The new
window displays your changes to the "Add a press release" form.

Use Default Elements

A new command includes several default elements, such as the Title and the Description.
You can use some of the default elements on the "Add a press release" form, but you must
change the captions of two of them so that they label the collected information appropriately.

Change the Captions

You must change the Title, Description, and Attachments captions to refer specifically to
press releases.

To change the captions:

1 In the right frame, in the layout table, click the "Title" radio button.
2 Click Modify/view.

14 Create the Command
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A row containing information about the element appears.

Modify element in Add a press release

Element type Caption Options
Title

|Tit|e of press release ¥ user input required

Columns IEU

Appears an both the add-entry form and the
entry display page.

Cancel |

3 In the "Caption" box, enter:

Title of press rel ease

4  Click the "User input required" checkbox. When someone adds a press release, he or she
is required to provide a press-release title.

Note: SiteScape recommends that you indicate on the form if an element is required. For

example, you can add a red asterisk to the caption by entering HTML in the "Caption"
box:

Title of press rel ease<font color="red">*</font>
Or, you might indicate more directly that an element is required.:
Title of press rel ease (required)
5 Click OK.

The "Title" element appears in the "Current elements" table, displaying the changes you
made.

Lay oeut the command: Add a press release
Cammand type: Entry

Modify/view | I]eletel Move up ||1 Move down |

Current elements (in the order they will appear)
Element type Caption Other options

i Title Title of press releaze Us=er input required

Now, "Title of press release" appears as the title of the "Add a press release" form.

6 Follow the same procedure to change the Description caption to:
Brief description of rel ease

7 Follow the same procedure to change the "Add attachments" caption to:

Attach press rel ease

Create the Command 15
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The new captions appear on both the "Add a press release" form and the entry page in the
discussion forum.

Keep the "Signature and date" Element

As a general guideline, you should not remove the default "Signature and date" element,
which displays the name of the entry creator and a time stamp at the top of the entry page in
the discussion forum. With "Signature and date," you do not need to add a separate element
for the name of the entry creator.

Add Elements

You still need the "Your manager’s username" element, the "Author’s name" element, and
the "Release date" element. To add these, you use the links in the left frame.

Add the "Your manager’s username" Element

When someone adds an entry, they must enter their manager’s username.

To add the "Your manager’s username" element:

1 In the left frame, below the "Add HTML layout elements" header, click User list.
In the right frame, the "Add element to..." form appears.

2 Inthe "Caption" column, enter:

Your nanager’s usernane

3 In the "Options" column, click both checkboxes: "User input required" and "Limit
selection to one user."

The entry creator is required to specify the manager’s username, and can specify only
one name.

4  Click OK.

The layout table reappears in the right frame, displaying the new element as the last item
in the list.

Add the "Author’s name" Element

To add the "Author’s name" element:
1 In the left frame, below the "Add HTML layout elements" header, click Text box.
The "Add element to..." table appears in the right frame.
2 Inthe "Caption" column, enter:
Aut hor’ s nane
3 In the "Options" column:
a Click the "User input required" checkbox.

This item is required, in case the entry creator is not the author.

16 Create the Command



Creating a Command

b Specify a number of columns for the text box.

The text box should be long enough to contain a name, so specify 50 columns. You
can always change this number later.

¢ Inthe "Allowed characters" select box, click "Alphabetic characters."
4  Click OK.

The layout table reappears in the right frame, displaying the new element as the last item
in the list.
Add the "Release date" Element

To add the "Release date" element:
1 In the left frame, below the "Add HTML layout elements" header, click the Date link.
The "Add element..." table appears in the right frame.

2 In the "Caption" column, enter:
Rel ease date

3 In the "Options" column:
Click the "User input required" checkbox.
b Click the "Use the date widget" checkbox.

This allows users to choose the date from pop-up calendars, which are available for
the current month and the next month. Otherwise, users can specify the release date
using drop-down menus.

¢ In the "Display format" box, choose mm/dd/yy. This is the format that the entry
creator will use for the release date.

4  Click OK.

The "Lay out the command" table reappears in the right frame, displaying the new
element as the last item in the list. The table now contains the default elements and the
elements you added.

View the Command

You can view and test your command without leaving the command user interface.

1 To view the "Add a press release" form, click Preview on the toolbar.
The form appears in a new window.
2 Complete the form in the new window and click OK.

In the new window, the new entry appears in the "Press-Release Test" discussion forum.

In this way, you can create new entries from the Preview window to test the command as you
build it.
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Adjust the Layout of the Command

You can rearrange the order in which elements are displayed. You can reposition each
element after you add it, or you can wait until you have added all the elements and then
reposition them.

In this example, you want the release date to appear directly below the title of the press
release.

To move the "Release date" element:

1 In the "Lay out the command" table in the right frame, click the radio button next to the
"Date" element.

2 In the text box between Move up and Move down, enter the number 7.

Lay out the command: Add a press release
Command type: Entry

Modifyiview I [Iele'tel Move up I IT Move down |

3 Click Move up.

Forum refreshes the page. The element moves as you specified.

Lay out the command: Add a press release
Command type: Entey

Modify/view I I]eletel Move up ||1 Move down |

Current elements (in the order they will appear)

Element type Caption Other options
i Title Title of press release User input reguired
Caols: B0

Date Release date User input required

4 On the toolbar, click Preview, or refresh the Preview window if it is still open.

The "Add a press release" form appears in a new window. The "Release date" element
now appears directly below the "Title" element.

5 To see an entry page, complete the form in the new window and click OK.
The entry page appears in the new window, with the release date in the correct position.

You can now create the workflow process, called Press-Release Review, to associate with the
new Add a press release command.

18
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Chapter 4: Creating a Workflow Process

This chapter describes the tasks involved in creating a workflow process:
¢ Plan the Workflow (page 19)
e Access the Workflow Management Pages (page 25)
e Add the Workflow States (page 27)
e Define the Flow of Work (page 28)
e Set Access Rights (page 35)
e Set E-Mail Notifications (page 44)

Plan the Workflow

Consult your users for more information about the details of their work. Get answers to these
questions:

e Which users and groups are involved in reviewing a press release?

e What are the different steps, or states, of the process?

¢ In each state, what conditions must be met for an entry to move to the next state?
e (Can an entry move to more than one possible state?

e In each state, who is allowed to see and edit the document?

For example, which users and groups can work with the document when it is in the
Review state?

Larisza Slovsky

Workspace | My summary | Discussions w | (

Acddw | Attach | Modifyidelete | Tools | MNext

workflow( Press-Release Reviem
Wiew responses

(] Fress Releases
B 1. Joyful Shoes Opens Manufacturing Plant in
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e In each state, who is responsible for changing the workflow state?

For example, who can change the workflow state from Legal Review to Public?

Chief Leqgal Counsel Tracker | Web files | Site map | Bookmarks | Search all | Help | Logout

Workspace | My summary | Discussions + | Calendars | Tasks | Meetings ¥+ | Messaging

Addw | Attachw | Modifyidelste s | Tools < | Mext unseen | List unseen | Search | Previous topic | Mext topic

Workflow: Fress-Release Review: Legal Review
: Change state to:
Wiew responses

C Press Releases
B 1. Joyful Shoes Opens Manufacturing Plant in Brockton, MA Reply

e Who should receive an e-mail message when an entry enters or leaves a specific state?

¢ How long can an entry remain in one state before someone must be notified that it is
inactive?

After you interview your users, organize the information you collected by doing the
following:

e List the individual users involved in the workflow
e List the groups involved in the workflow
e Name the workflow states (steps in the process).

e Define the state transitions (rules that specify how an entry can move from one state
to another).

¢ Define who can work with entries in each state. Who can see the entry? Who can work
with the entry? Who can move the entry to another workflow state?

¢ Define e-mail notifications. Who must receive an automatic e-mail message when an
entry enters or leaves a specific state? Who must receive a message when an entry
does not change state before a specified due date?

List the Individual Users
e Entry creator (public relations manager)
e Marketing director
e Review committee leader

e Chief legal counsel
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List the Groups

e Review committee:
o Larissa Slovsky
o Jean-Michel Hebert
o Committee leader

e [egal department:
o Sara Chang
o Joy Morgan

o Chief legal counsel

Creating a Workflow Process

e "All readers" group (a built-in group that can read entries after they are made public)

Register Users

For the purposes of this tutorial, you can register the usernames mentioned in the previous
section, or use usernames that already exist on your system.

Note: To register usernames and define groups, you must be able to log in at the level of
a zone manager. If necessary, have your zone manager perform these initial steps.

To register usernames:

1 In the upper-right corner of the command UI, click the link to return to the "Press-

Release Test" forum.

2 Click the Workspace tab.
On the toolbar, click Manage.

4 On the menu, click Users (circled in the picture).

Widget Company
Widget Company YWorkspace

SiteScape Forum Administrator

Workspace | My summary | Discussions v

dzer profie | Manane s | 1ist neers | WiiTards 11

 The zone
Workspaces |, ...
— Thiz workspace
P [=1[3] widaet Com

-
= . 2
()] Eﬂm@ o |zers D

:@: Executivi =

.
ke L

[@] Marketing Warkspace
[@] widoet Company Program
Dazhboard

The management menu appears.

5 In the "Basic user management tools" section of the menu, click Register a user.

Plan the Workflow
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6 Complete the form, and repeat this process as many times as necessary to register a
name, password, and e-mail address for these users:

e Public Relations Manager (this is the user who creates the entry)
e Marketing Director

e Committee Leader

e Chief Legal Counsel

e Larissa Slovsky

e Jean-Michel Hebert

e Sara Chang

e Joy Morgan

The e-mail address is necessary in order for automatic e-mail notifications to work. For
more information about registering users, refer to the Getting Started Guide for
Managers or to the online Manager Help system.

Add the Groups to Forum

You must now add the "Review Committee" and "Legal Department" groups to Forum. By
creating these groups now, you save a great deal of time. Later, when you create the
workflow process, you can set access controls and e-mail notifications more quickly.

To create the "Review Committee" group:
1 From the management menu, click Manage Groups.
2 In the "Group management tools" section of the menu, click Create a group.

The "Create a group" wizard appears.

3 Use the wizard to create the groups that you listed and add the appropriate users to each
group.
For more information about creating groups, refer to the Getting Started Guide for
Managers or the online Manager Help system.

Name the Workflow States
The example workflow includes four states:
e Draft
e Review
e Legal Review

¢ Public
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Define the State Transitions

These are the rules that define how an entry moves from one state to another:
¢ From Draft to Review: manual transition

The marketing director (the entry creator’s manager) can choose another state
from the Change state list on the entry page in the discussion forum.

¢ From Review to Legal Review (two possible transitions):

o Automatic transition: If everyone on the Review Committee answers "Yes" to
the question "Is this document ready for legal review?", the entry moves
automatically to the Legal Review state.

o Manual transition: If the committee members reach an impasse, the committee

leader can override the committee and choose Legal Review from a drop-
down menu to move the entry to that state.

¢ From Review back to Draft: manual transition
¢ From Legal Review to Public: manual transition
e From Legal Review back to Review: manual transition

After you define the workflow states and transitions, draw a flow chart of the process. Keep
your flow chart as simple as possible.

Notice that this flow chart shows the two possible transitions from Review to Legal Review.

Legal
Review

«— [ & |+
«—| Zag8 |+—
——>\ o | —»

You can refer to the flow chart as you build the workflow.

Plan the Workflow 23



Creating a Workflow Process

Define Who Can Work with Entries in Each State

Draft state
The entry creator and his manager can view and edit the entry. However, only the
manager can change the workflow state to Review, allowing the Review Committee to
access the entry.

Review state
Members of the Review Committee can view and edit the entry and answer the question
"Is this document ready for legal review?" Also, the committee leader can make manual
transitions to Legal Review or back to Draft.

Legal Review state
The Legal Department can view and edit the entry, and the chief legal counsel can change
the workflow state to Public or back to Review.

Public state

All readers can view the entry in read-only format. (When a press release reaches the
Public state, it is complete and does not need revisions.)

Define E-Mail Notifications
Two of the workflow states contain automatic e-mail notifications:

e When an entry enters the Review state, Forum sends e-mail to the members of the
Review Committee, with the subject line "A press release is ready for review."

e When an entry is in the Review state for two weeks without moving to another
state, Forum sends e-mail to the leader of the Review Committee and to the chief
legal counsel, with the subject line "A press release has been inactive for two
weeks."

e When an entry enters the Legal Review state, Forum sends e-mail to the Legal
Department, with the subject line "A press release is ready for legal review."

You can now use the information you collected to create the workflow process.
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Access the Workflow Management Pages

To access the workflow management pages:

1 Enter the "Press-Release Test" discussion forum.
2 On the toolbar, click Tools.

3 In the menu, click Administration (circled in the picture).

Widget Company
darketing Yorkspace

SiteScape Forum Administrator

Workspace | My summary | Discussions + | Calendars

Addw | Modifyidelete s | Toolzw | Mexd unseen | List unseen

. ) H

= Press Releases Display options

— & Set notification H

=P User filters I Hon ® Set zeen ertries
Addimodifyidelete fiters

Uniseen Hurnber 2 Administration >

s —

2 Zend msil
® mportiexport
o Report writer

The "Discussion-forum management" page appears.

4 Under "Customize commands and workflows in this forum," click Develop workflow
processes.

Customize commands and workflows in this forum
Develop commands interactivelxlﬂ

D explop-tarramereteeteryipl ates (1]

/If)";veln wirkflow processes/il

(LA nds

The "Add a workflow process" form appears. (If a list of existing workflow processes is
visible in the right frame, click Add a workflow on the toolbar.)

Develop workflow processes | Develop commands interactivehy Current forum: Prezs-Release Test

Select & workflovy | Add s woarkflow | Showe wehiole wworkflow I_E| | Showe current state I_E| | List all states | Quick tips | Close | Help

Add a workflow process

Workflow name:

[
Cancell Helpl

You must now provide a name for the new workflow process.
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To name the workflow process:

1 Enter the workflow name in the text box:
Press- Rel ease Revi ew

2 Click OK.

The workflow name appears in the right frame. Editing links appear in the left frame.

Develop workflow processes | Develop commands interactivehy % Current forum: Press-Release Test

Select @ workflovy | Add g warkflow | Showe wehale sworkflow I_Iil | Shaowy current | List all states | Quick tips | Close | Help ‘

Workflow process:

. Press-Release Review
Press-Release Rewew@

Edit the whole workflow:

m Add or delete states ar modify
the initial state

m Add modify, or delete conditions

m Rename the workflow process

Edit the current state:

Al or delete transitions

Set access rights for this state
Define & guestion

Add or delete notifications
Eename the state

The "Create or modify workflow processes" page has three frames:

The top frame displays the toolbar, with links for choosing existing workflow
processes, adding new workflow processes, and navigating the workflow user
interface.

The left frame displays links for editing the workflow. When you click one of these
links, the appropriate form appears in the right frame. After you complete the form,
the updated flow chart appears in the right frame.

The right frame displays forms for you to complete as you are developing the
workflow, such as the "Add a workflow process" form. The right frame can also
display a flow chart of the workflow that updates itself as you develop the workflow.

&

To build the steps in the workflow process, you must now add the states.
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Add the Workflow States

To add the states of the workflow process:
1 In the left frame, click Add or delete states, or modify the initial state.
A form appears in the right frame.

2 Enter the state names, separated by commas.

Note: State names are case-sensitive.

Add or delete states, or modify the initial state: Press-Release Review

—List the states to be added

Draft, Review, Legal Review, Puhlic

Add states | Cancel

3 Click Add states.

The workflow chart appears. Each state appears in an oval. There are no connecting lines
between the ovals, because the workflow does not yet include any transitions between the
states.

Draft

Legal Revi
(initial state) egal Review

Press-Release Review

The initial state of this workflow is Draft, because it is the first state you entered in the
list of states. You can change the initial state at any time.
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Define the Flow of Work

To define the way that the work flows, you define transitions, or rules for how entries can

move from one workflow state to another.

Move From Draft to Review

Because Draft is the initial workflow state, you begin by creating a transition that allows
entries to move from the Draft to the Review state. You define a manual transition, which
allows a user to choose another workflow state from a drop-down menu on the entry page in

the discussion forum.

To create a manual transition to the Review state:

1 On the workflow chart, click the Draft state.

A workflow icon and the state name appear in the left frame below the "Edit the current

state" header, indicating that you are now editing the Draft state.

Edit the current state:
q g Draft )

Add ot delete transitions

& Zet access rights for thiz state

Define & guestion
& add or delete notifications
& Rename the state

2 Below the "Edit the current state" header, click Add or delete transitions.

The "Add or delete transitions" form appears in the right frame. You use this form to

define how an entry moves from one state to another.

Add or delete transitions: Draft

rDefine a new transition

Manual transition {group 13
mManual transition (group 2)
When everyone has responded a
‘When a reply is added to the entry i

Wither itis IU day(s) hefare 3 user specified date:
Select a date element j

When no state change has occurred inl dayis)

Select the conditions that must all be true: to cause a transition to:

Dratt
Rewiew

Legal Review
Fublic

Add transition and close I Add transition and continue

I Cancel I

In the "Select the conditions that must all be true" box, you choose conditions, which are
reasons for an entry to change state. In the "to cause a transition to" box, you choose the

destination state of the transition.
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3 In the "Select the conditions that must all be true" box, click Manual transition (group 1).
This allows a user or group of users to choose another state from the Change state drop-
down list on the entry page in the discussion forum.

4 In the "to cause a transition to" box, click Review.

A manual transition can move an entry to the Review state. This means that a user can
choose the Review state from a drop-down menu on the entry page.

5 Click Add transition and close.

The flow chart reappears, displaying the first transition as an arrow from the Draft to the

Review state.
Draft -
(initial state) Legal Review @

Press-Release Review

Move from Review to Legal Review

In a transition from the Review state to the Legal Review state, the members of the Review
Committee must all answer "Yes" to the question, "Is this document ready for legal review?"
So, before you can create this transition, you must create a workflow question.

Add a Workflow Question: "Is this document ready for legal review?"

To add the workflow question:
1 On the workflow chart, click the Review state.
2 In the left frame, click the Define a question link.
The "Define a question asked in Review" form appears in the right frame.

3 Inthe "Question" text box, enter:

I's this docunent ready for |egal review?
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4 In the "Responses" area, enter, on separate lines:

Yes

No

5 Click OK.

Define a question asked in: Review

|5 this document ready for legal review?

il Cancell I]eletel

The workflow chart reappears in the right frame.

The question definition appears in the left frame, below the "Query" header.

Workflow process:
Press-Release Review

Edit the whole workflow:

m Add or delete states, or modify
the initial state

A moddify or delete conditions

m Set access rights for sl states

m Rename the workflow process

Edit the current state:

% Review

A or delete transitions

m Set access rights for this state

m [Defing & guestion
m Add or delete notifications
m Rename

uery:
Is this document ready for legal
review?

n Yes
Mo

Access control:
1 View:

1] L N

Now, when someone on the Review Committee views an entry in the Review state, the
question appears at the top of the entry page (see page 7).
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Add a Condition: All Answers are "Yes"

To set up the workflow to check the answers of all committee members, you must now add a
condition that searches through the answers to see if all of them are "Yes."

Note: Make sure that you have already added the workflow question. You cannot create
the condition before adding the workflow question.

To add the "All answers are *Yes’" condition:

1

In the left frame, click Add, modify, or delete conditions.
A list of the built-in conditions appears in the right frame.
Click Add condition.

The "Add a condition" form appears.

In the "Condition name" text box, enter:

Al answers are "Yes"

In the "If the state is..." column of the table, click the Review checkbox.
In the "And if this response is given..." column, click No.
Click the "Condition is true if the specified items are not found" radio button.

The form now looks like this.

Add a condition: Press-Release Review

— Add a condition

All answers are "ves"

Make a state transition...

And if this response is By any of these
If the state is... given... responders...
[ Drat
"75_ Review Is this document ready for

legal review ?

o)

[T Legal Review

I~ Public

Search gquery (optional)
7 Include a search guery (a form will be displaved when vau click OK)

Result
" Condition is true ifthe specified items are found (L

.._____En_rﬂtlnn is true ifthe specified iterms are not found. |4

il Cancel | ﬂl
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A condition can be true if information is found, or it can be true if information is not
found.

If you want the condition to be that everyone answers "Yes," you must use the "...not
found" radio button and specify the "No" response. You are essentially using two
negative statements to make a positive statement.

If you use the other radio button, Forum makes the condition true as soon as one person
answers "Yes," without checking the other responses—because one "Yes" means the
information is immediately found.

Click OK.

The "Add, modify, or delete conditions" form reappears, displaying the new "All answers
are “Yes’" condition in the last row of the table.

( Search All anzwers are "es"
(true if not found) | Review (guery)
Iz thiz document ready far legal review? Mo

The workflow can now use the "All answers are *Yes’" condition to help determine if a
press-release entry can move to the Legal Review state.

Add an Automatic Transition to Legal Review

To create the automatic transition to the Legal Review state:

1

In the left frame, click Add or delete transitions.
The form for adding transitions appears in the right frame.
In the "Select the conditions that must all be true" box, select two conditions (on
Windows, use Ctrl+click for multiple selections):
¢ When everyone has responded
e All answers are "Yes"

Both items should be highlighted. Both conditions must be true for an entry to move
automatically from the Review state to the Legal Review state.
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3 In the box on the right, click Legal Review.

Add or delete transitions: Review

r Define a new transition

Select the conditions that must all be true: 1o cause a transition to:

tanual transition (group 1)
Manual transition {group 23
When everyone has responded

YWhen a reply is added to the entry

al
Wither itis IU day(s) hefare 3 user specified date:
Select a date element j

When no state change has occurred inl dayis)

Add transition and close I Add transition and continue Cancel

4 Click Add transition and continue.

The transition appears in the "Current transitions" table at the bottom of the form.

Current transitions

Conditions that must all be true: to cause a transition to:

{~ m \Wwhen everyone has responded Legal Review
m Al anzwers are "es"

Now, an entry automatically moves to the Legal Review state if everyone on the Review
Committee answers "Yes" to the workflow question.

Add a Manual Transition to Legal Review

If the process gets stuck because the review-committee members do not agree, a manual
transition can allow someone to override the others’ decisions and make a transition by
choosing Legal Review from a drop-down menu.

To create a manual transition to the Legal Review state:

1 In the "Select the conditions that must all be true" box, click Manual transition (group 1).
2 Inthe "to cause a transition to" box, click Legal Review.

3 Click Add transition and continue.

The manual transition appears in the "Current transitions" table at the bottom of the form.

Define the Flow of Work 33



Creating a Workflow Process

Move from Review to Draft

As your flow chart specified (on page 23), the committee leader can move the entry back to
the Draft state if more revision is necessary.

To create a manual transition back to the Draft state:

1 In the "Select the conditions that must all be true" box, click Manual transition (group 1).

2 In the "to cause a transition to" box, click Draft.
3 Click Add transition and close.

The flow chart reappears, displaying the new transitions as arrows from Review to
Draft, and from Review to Legal Review.

Draft
(initial state)

Legal Review

Press-Release Review

Notice that there are two arrows from Review to Legal Review, indicating the two

possible transitions:

e [fall answers are "Yes" to the workflow question, the entry moves from Review to

Legal Review.

e [f the committee leader makes a manual transition, the entry moves from Review to

Legal Review.

Move Out of Legal Review

From the Legal Review state, the chief legal counsel can move an entry to the Public state
(if approved) or back to the Review state (if not approved).

To create transitions from the Legal Review state:

1 In the workflow chart, click Legal Review.
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2 In the left frame, click Add or delete transitions.

3 Follow the procedure in the previous section and add:

e Manual transition (group 1) to the Public state
e Manual transition (group 1) to the Review state
The chief legal counsel can approve the press release and make it Public, or return the
entry to the Review state for further review.
4 View the workflow chart again.

The new transitions appear in the chart. The workflow process now resembles your
original flow chart.

Draft
(initial state)
Legal Review

Press-Release Review

Set Access Rights

Refer to the list you made when you decided who can work with entries in this workflow
(page 24). You specified, for each state, who can view an entry, modify or delete an entry,
change its state, or answer a workflow question. You can now set these access controls.

To view the form for setting access controls, click Set access rights for all states in the left
frame. The form that appears allows you to set access rights for each workflow state.
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Set Access Rights for the Draft State

To set access rights for the Draft state:

1
2

In the "States" column of the form, click Draft.

In the "Access rights" column, use Ctrl+click to select the View and Modify or Delete

access rights.

In the "Users" column:

a Click the "Entry creator" checkbox.

b Click the "User-specified lists" checkbox.

¢ In the "User-specified lists" select box, click Add a press release: Your manager’s

username.

r Specify access rights

Set access rights for all states

Change State (group 2)
@

States Access rights Users
Rl [T Forum default
Review Madify or Delete
Legal Review Respond ¥ Ertry creator
Puhlic Change State (group 1)

[T alreaders Il_iI
I User-zpecified lists

Select all appropriate options
Ak for li hen workflow starts

r Selected users and groups @

no uUsers, groups or teams selected

Applyi Cancel I HelpI

Click Apply.

The new settings appear in the "Current access rights" table at the bottom of the page.
Now, the entry creator and the manager he specified can view, modify, or delete the press
release when the entry is in the Draft state.

You must now give the entry creator’s manager permission to move the entry from the
Draft to the Review state. Only the manager should have permission to do this.

In the "Specify access rights" table, in the "States" column, click Draft.

In the "Access rights" column, click Change State (group 1).

In the "Users" column, do the following:

a Click the "User-specified lists" checkbox.

b Click Add a press release: Your manager’s username.

Click Apply.
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The new access settings appear in the "Current access rights" table at the bottom of the
right frame.

r Current access rights
V.
State View Modify or Delete Respond Change \ Change
State State
(group 1} (group
)
Drraft Entry creator Entry creator Farum default Add a press arum
Add a press releaze:; Add a press release: releaze; Your |[fdefault
YOur manager's our manager's manager's
USErname USErname UEENEE]

Now, only the manager can approve the press release for review by moving the entry to
the Review state.

Set Access for the Review State

To set access rights for the Review state, you select the Review Committee group that you
created (page 22). Then, you specify who can view an entry, modify it, change its state
manually, and answer the workflow question, "Is this document ready for legal review?"

Select the Review Committee Group

To select the Review Committee group:

1 On the right side of the "Specify access rights" form, toward the bottom of the "Users"
column, click the Selected users and groups link.

This link opens a new window that allows you to select the Review Committee group.

Set Access Rights
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Because you already created these groups, the group names appear in the box below the
"Select the groups to be added" header.

Build a list of users and groups

rEnter a list of user names {or wild cards) to build the selection Iist—‘

|| Search I

rSelect the user names to be added

Select the users to be added

{The selection listis ermpty.) Add == |
(Select the groups to be added << Remove |

AdrTTETr TS Tew g
Legal Department (legaldepartme)
Review Committee (revieweammit)

Tearn Leaders (teamleaders)

Selected users
--naone--

Selected groups
--hone--

Selected teams
--hone--

ﬁl Cancel | ﬂl

In the box, click Review Committee.

Click Add.

The group name appears in the "Selected groups" box to the right of the Add button.

Click OK.

Selected groups
Review Committee (reviewcommitt)

View the "Set access rights for all states" form again.

At the bottom of the "Users" column, below the "Selected users and groups" link, the
Review Committee appears.

r Selected users and groups O

Groups:

Reviewy Committes (revieswcommitt)

Now you can specify that the Review Committee can work with entries in the Review

state.
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Specify Who Can View an Entry

After the manager moves an entry to the Review state, she and the entry creator should still
be able to view the press release as it is being reviewed by the committee.
To set "View" access rights for the Review state:
In the "States" column, click Review.
2 Inthe "Access rights" column, click View.
In the "Users" column:
a Click the "Entry creator" checkbox.

b Click the "User-specified lists" checkbox, and click Add a press release: Your
manager’s username.

c Click the "Selected users and groups" checkbox (you selected the Review Committee
in the previous section).

4  Click Apply.

The View access settings appear in the "Current access rights" table at the bottom of the
page. The entry creator, his manager, and the Review Committee can all view an entry in the
Review state.

Specify Who Can Modify an Entry
You must allow the Review Committee to make changes to the press release.
To specify who can modify entries in the Review state:

1 In the "States" column, click Review.

2 Inthe "Access rights" column, Ctrl+click Modify or Delete and Respond.
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3 Inthe "Users" column, click the "Selected users and groups" checkbox to select the
Review Committee. (Only the Review Committee can make modifications and respond

to the workflow question.)

Set access rights for all states

r Specify access rights

States Access rights

Users

Diraft

Legal Review

Puhlic Change State (group 1)
Change State (group 2)

[T Forum default
[~ Ertry crestor

[T alreaders 1)

U fied lists
5 appropriate options
Ak for list when warkflow starts

Add 5 press release; Your managet's Usernames

I Selected users and groups @

Groups:
Reviewy Cammittee (reviewcommitt)

npplyi Cancel I HeIpI

4 Click Apply.

The new access settings appear in the "Current access rights" table at the bottom of the

right frame.

You now must specify that only the committee leader can move an entry manually to the
Legal Review state (overriding the decisions of the other committee members) or back to the

Draft state for more revisions.

Specify Who Can Change the State of an Entry

Only the committee leader can change the state of an entry by making a manual transition.
This means that the committee leader is the only one who sees a Change state drop-down

menu on the entry page.

To specify this access setting:

1 Click the Selected users and groups (see page 37) link again.

2 In the new window, in the "Selected groups" box on the right side, click Review

Committee.

Click Remove.

4 At the top of the window, in the "Enter a list of usernames..." text box, search for the
committee leader’s username by typing the first letter of the name followed by two

asterisks:

C**
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5 Click Search.
A box containing usernames appears below the "Select the users to be added" header.

6 In the box, click the username of the committee leader.

Select the users to be added
Chief Legal Counsel {legal)

Committee Leader (comlead)
Sara Chang (sara)

7 Click Add.
The committee leader’s username appears in the "Selected users" box to the right of the
Add button.
Selected users
Committee Leader {camlead)
8 Click OK.

9 View the "Set access rights for all states" page again.
10 In the "States" column, click Review.
11 In the "Access rights" column, click Change State (group 1).

12 In the "Users" column, click the "Selected users and groups" checkbox to select the
committee leader.

13 Click Apply.

The new access settings for the Review state appear in the "Current access rights" table

at the bottom of the page.
rCurrent access rights
State View Modify or Delete Respond Change State Change
{group 1} State
(group 2}
Draft Ertry creatar Ertry creatar Forum default Add a press Faorum
Add a press releaze; Your | Add a press releaze; Your release; Your default
MANAYEL'S LSername MANAYEL'S LSername MaANAYEr's
R e A
_‘.,..-F" "l-q_h__
r'ﬁ'e;ew Entry crestor Reviewy Comimittes Reviewy Comimittes Committes Forum
r/ Add a press release: Your | (revieswcommitt) Grode (reviewcommitt) Grous Lesder defautt
'\.\ Managet's USername (comlead)
\‘\_ jew Committes ___'_____,_.—--"
(reviewco I
Legal Farum default Farum default Farum default Farum default Farum
Rewvigw defautt
Public: Forum default Forum default Forum default Forum default Forum
defautt

Now, the entire committee can modify a press release and respond to the workflow question,

but only the committee leader can manually change the workflow state of an entry.

Set Access Rights
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Set Access for the Legal Review State

To set access controls for the Legal Review state, follow a similar procedure to that of the
Review state:

1

Allow the Legal Department, the review-committee leader, and the entry creator to view
entries in the Legal Review state:

a

o

= =T s PR ¢]

Click the Selected users and groups (see page 37) link.

The committee leader’s name remains in the "Selected users" box. You allow the
committee leader to view (but not modify) entries in the Legal Review state. You
must also give the Legal Department this access right.

In the box below the "Select the groups to be added" header, click Legal
Department.

Click Add.
The group name appears in the "Selected groups" box to the right of the Add button.

Selected users
Committee Leader (comlead)

Add ~=

<< Remove

Selected arouns

[ ILegaI Department (Iegaldepanmei >

Click OK.

View the "Set access rights for all states" page again.

In the "Specify access rights" table, in the "States" column, click Legal Review.
In the "Access rights" column, click View.

In the "Users" column, click the checkboxes for "Entry creator" and "Selected users
and groups."

Click Apply.

Allow the entire Legal Department (but nof the review-committee leader) to modify
entries in the Legal Review state.

a

Click the Selected users and groups (see page 37) link again.

The Legal Department group remains in the "Selected groups" box. You must now
remove the committee leader.

In the "Selected users" box, click the name of the committee leader, then click
Remove.

Click OK.

In the "Specify access rights" table, in the "States" column, click Legal Review.
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In the "Access rights" column, click Modify or Delete.
In the "Users" column, click the "Selected users and groups" checkbox.
Click Apply.

3 Allow only the chief legal counsel to change the workflow state.

a

Use the Selected users and groups (see page 37) link to remove the Legal
Department from the "Selected groups" box and add the chief legal counsel to the
"Selected users" box.

Click OK.
In the "Specify access rights" table, in the "States" column, click Legal Review.
In the "Access rights" column, click Change State (group 1).

In the "Users" column, click the "Selected users and groups" checkbox to select the
chief legal counsel.

Click Apply.

Because you created manual transitions for this state, the chief legal counsel can
move an entry to the Public state or back to the Review state for further review.

The new access settings for the Legal Review state appear in the "Current access
rights" table at the bottom of the page.

Set Access for the Public State

To set access rights for the Public state, specify that all readers can view (and only view)
entries. When a press release reaches the Public state, it is complete and does not need
revisions.

To set access rights for the Public state:

1

2
3
4

In the "States" column, click Public.

In the "Access rights" column, click View.

In the "Users" column, click the "All readers" checkbox.
Click Apply.

Now, everyone can view press releases that are in the Public state.

To return to the workflow chart, click Show whole workflow on the toolbar.

Set Access Rights
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Set E-Mail Notifications

As part of the workflow process, specified users can receive e-mail messages when an entry
enters or leaves a specific workflow state, or when an entry is inactive for too long. By
default, the e-mail message also contains a link to the discussion-forum entry.

This workflow must send out the three e-mail notifications you specified in your planning:

e Review Notification: "A press release is ready for review."
¢ [nactive Notification: "A press release has been inactive for two weeks."

e Legal Review Notification: "A press release is ready for legal review."

Review Notification

When an entry enters the Review state, the members of the Review Committee should
receive an e-mail message.

To set this e-mail notification:

1
2

In the workflow chart, click Review.
In the left frame, click Add or delete notifications.
The "Add or delete notifications" form appears in the right frame.

In the "Add a notification" table, view the "When" column and make sure that the radio
button for "Entering the state" is on.

You want the workflow to send e-mail notifications as soon as an entry enters the Review
state.

Toward the bottom of the "Send notification to" column, click the Selected users and
groups link.

Follow the same procedure you used with Selected users and groups (see page 37), but
this time, choose the Review Committee group.

Click OK and view the "Add or delete notifications" form again.

In the "Send notification to" column, click the "Selected users and groups" checkbox to
select the Review Committee group.
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8 In the "Notification message subject line" text box, enter:

A press release is ready for review

Add or delete notifications: Review Cancel |
rAdd a notification
When Send notification to:

@ Entering the state [ Entrycreator; @ Send  © Dontsend

r\l ays
SR e [~ Allregistered ugers

[ User-specified lists

ect all appropriate aptions--
Askfor listwhen workflow starts
Add a press release: Your manager's username

I Selected users and groups O
Groups:

Reviewy Cammittee (reviewcommitt)

,mgage subject line (optional)
‘\Ia%release is ready for review, /

9 On the form, click OK.

o

The notification information appears in the "Current notification" table at the bottom of
the right frame.

r Current notification

Motification upon entry into the state

Recipients:

& Selected uzers, groups, and teams;
Review Committes (revieswcommitt)

Subject:

A press releasze iz ready for reviewy,

Text:

9 Zend attachments: dizakled

Now, when an entry enters the Review state, the members of the Review Committee
receive e-mail messages alerting them that a press release is ready for review. The e-mail
message also includes a link to the discussion-forum entry.

Inactive Notification

When an entry stays in the Review state for two weeks, the review-committee leader and the
chief legal counsel must receive e-mail messages so that they can keep the process moving.

To facilitate this, you create a new Inactive state, from which the workflow sends out the e-
mail notification.

Creating this notification involves four tasks:
e Create the Inactive State (page 46)

e C(Create Transitions to and from the Inactive State (page 46)
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e Set Access for the Inactive State (page 47)
e Set Notification for the Inactive State (page 48)

Create the Inactive State

To create the Inactive state:

1 In the left frame, click Add or delete states, or modify the initial state.
The corresponding form appears in the right frame.

2 In the "List the states to be added" text box, enter:

| nacti ve

3 Click Add states.

The workflow chart reappears, displaying the new state. You must now set the transitions
to and from the Inactive state.

Create Transitions to and from the Inactive State

To add a transition to the Inactive state:
1 In the left frame, click Add or delete transitions.
The "Add or delete transitions" page appears in the right frame.

2 Toward the bottom of the "Define a new transition" area, just above the buttons, enter the
number 14 in the "When no state change has occurred in day(s)" box.

In the box on the right, click Inactive.
4 Click Add transition and close.

The transition appears in the workflow chart as an arrow from Review to Inactive. An
entry moves from the Review state to the Inactive state if it has not changed state within
two weeks.

You must now set transitions out of the Inactive state, so that the review-committee leader or
the chief legal counsel can move the entry to another state.

To set the other transitions for the Inactive state, click the Inactive state in the workflow
chart, and follow the same steps as before to set a manual transition for group 1 (see
page 28). Set these manual transitions:

e From Inactive to Review

The review-committee leader might want to insist that the review-committee
members come to an agreement before the entry moves to the Legal Review state. Or,
the chief legal counsel may send the entry back for further review, because the entry
is not yet ready for review by the Legal Department.
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¢ From Inactive to Legal Review

The review-committee leader or the chief legal counsel might decide that the entry is
ready for review by the Legal Department.

All transitions are now visible in the workflow chart.

Draft
(initial state)

Review

Legal Review

Press-Release Review

Set Access for the Inactive State

The committee leader and the chief legal counsel need access to view and change the state of
entries in the Inactive state.

To set access for the Inactive state:
1 In the left frame, click Set access rights for all states.

2 Use Selected users and groups (see page 37) to select the committee leader and the
chief legal counsel.

3 Allow only those two users the access rights to view entries and change the state.
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The form now looks like this.

Set access rights for all states

r Specify access rights

States Access rights Users

Draft
Rrervigsny

Legal Review
Public

[T Forum defautt

[~ Entry crestor
Change State (group 1) T
Change State (group 2) [T Al readers 11

Gl [ User-specified lists

Select all appropriate options

Azk for list wwhen woarkflow starts
Add 3 press release; Your manager's username

I Selected users and groups O

Users:
Chief Legal Counsel (legal)
Committee Leader (comlead)

npplyi Cancel I HeIpI

4 Click Apply.
The new access settings appear in the "Current access rights" table at the bottom of the
page.

Now, when the committee leader and the chief legal counsel receive an e-mail notification
that an entry is inactive, either of them can move the entry from the Inactive state to the
Review state or to the Legal Review state.

Set Notification for the Inactive State

To set the e-mail notification:
1 In the left frame, click Add or delete notifications.
The "Add or delete notifications" page appears in the right frame.

2 Inthe "Add a notification" table, view the "When" column and make sure that the radio
button for "Entering the state" is on.

3 Use the Selected users and groups link to specify the committee leader and the chief
legal counsel. Remove any other users or groups from the "Selected users" and "Selected
groups" boxes.

4 Click OK and view the "Add or delete notifications" page again.

In the "Send notification to" column, click the "Selected users and groups" checkbox to
select the users you just specified.

6 In the "Notification message subject line" text box, enter:

A press rel ease has been inactive for tw weeks.
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7 Click OK.
The notification information appears in the "Current notification" table at the bottom of

the page.

Legal Review Notification

When a press release enters the Legal Review state, the members of the Legal Department
must receive an e-mail message.

To set this notification, view the workflow chart and click the Legal Review state. Follow
the same procedure that you used in the "A press release is ready for review" section (see
page 44), with these changes:

e When you click the Selected users and groups link, specify the Legal Department
group, and remove any other users or groups.

¢ In the "Notification message subject line" text box, enter:
A press release is ready for |egal review.
The notification information appears in the "Current notification" table at the bottom of the
page.

Now, when you click a state in the workflow chart, information about the transitions, access
controls, and any workflow question or e-mail notification for that state appears in the left
frame.

Now that you have created the Press-Release Review workflow process, you want to have
users start the workflow automatically every time they add a press release. The next chapter
describes how to associate the Add a press release command with this workflow process.
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Chapter 5: Connecting the Command with the Workflow

Now that you have created the Press-Release Review workflow process, you can associate it
with the new command, so that users who click Add a press release automatically start the

workflow process when they create an entry. This chapter describes how to do this, and also
provides instructions for further customizing the discussion forum and the command, testing
your work, and finally exporting the customization to a different forum for general use.

The tasks described in this chapter include:
e Associate the Command with the Workflow (page 51)
e Hide the Author’s Name from Reviewers (page 52)
e Test the Command (page 52)
e Export the Command and Workflow to a Different Forum (page 53)
¢ Disable Standard Commands (page 52)

Associate the Command with the Workflow

When you associate the command with the workflow process (see ‘Creating a Workflow
Process” on page 19), users who choose Add a press release from the Add menu
automatically start the Press-Release Review workflow process.

To associate the command with the workflow process:

1 From the workflow UI, access the command UI by clicking on the Develop commands
interactively tab in the top frame.

Develop workflow processes ILﬂ@ commands imgram@b

Select s workflowy | Add 5 workflowe | Showe wwhale seorkfloss: (il | Shovwy current state Y

2 Click the "Add a press release" radio button, then click Modify.

In the left frame, below the "Edit the command" header, click Associate a workflow
process with this command.

A drop-down menu appears in the right frame.

Associate a workflow process

Select the workflow process to associate with the Add a press release command:
|Press-Release Reviewj

Cancel
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4 In the drop-down menu, click Press-Release Review.
5 Click OK.

The text "Associated workflow process: Press-Release Review" appears just below the
"Lay out the command" header. The command is now associated with the Press-Release
Review workflow.

Hide the Author’s Name from Reviewers

Suppose that you do not want the author’s name to be visible when an entry is in the Review
or Legal Review state. You reason that if the reviewers are not sure of the author’s identity,
they will be more objective in their review.

To hide the author’s name when an entry is in the Review state:

1 Inthe "Lay out the command" table in the right frame, click the radio button of the "Text
box" element for specifying the author’s name.

2 Click Modify/view.
The "Modify element..." table appears in the right frame.
3 In the Visibility column, use Ctrl+click to select the Draft and Public states. Both states

should be highlighted.
Visihility
Review
Legal Review
4 Click OK.

The "Author’s name" element is now visible only in the states you selected. It does not
appear when an entry is in the Review, Legal Review, or Inactive state.

Test the Command

As you are building a new command, you can use the Preview link on the toolbar to test it.
This link displays the "Add a press release" form in a new window. To see the current view
of an entry page in the discussion forum, complete the form in the new window and click
OK. The new entry appears in that window.

You can use Preview to test the command in this way after you add each element. Entries
that you create using the new window remain in the discussion forum.
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Export the Command and the Workflow to a Different Forum

After creating and testing this customization, you may want to export it to another forum for
general use. You do this using the Import/Export feature. First, you export the command
and the workflow from the discussion forum that contains them. Then, you import them into
the new forum.

To export the command and the workflow process:

1

9

In the upper-right corner of the command U], click the link to return to the "Press-
Release Test" forum.

On the toolbar, click Tools.
Click Import/export.
The "Import or Export Forum Entries" page appears.

Click the radio button next to "Export selected templates, commands, workflow and
attribute definitions."

Click OK.

Click the checkboxes of the command and workflow: Add a press release and Press-
Release Review.

Click OK.
Click OK again, then save the file to your computer.

You can rename the file f i | €. expor t, or give it another name that is easy to
remember.

Forum saves the file to your computer.

Click Close to return to the discussion forum.

To import the command and the workflow process to the new discussion forum:

Enter the new discussion forum.

On the toolbar, click Tools.

Click Import/export.

The "Import or Export Forum Entries" page appears.

Click the radio button next to "Import all custom command, workflow, template and
attribute definitions."

Click OK.

On the page that appears, click the Browse button and locate the file containing the
workflow and command that you exported to your computer.

Click OK.
Click Close.
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9 In the new discussion forum, click the Tools menu and choose Administration.
The "Discussion-forum management" page appears.

10 In the row titled "Customize commands and workflows in this forum," click Develop
commands interactively

11 Click on the radio button next to the Add a press release command, and then click
Modify.

12 Associate the command with the Press-Release Review workflow again (see page 51).

The customization is now available for use in the new discussion forum.

Disable Standard Commands

You can now set up the discussion forum so that Add a press release is the only command
that appears on the Add menu. You do this by disabling the standard Add commands.

To disable standard commands:

1 In the top frame of the command UI, click Close.
The discussion-management menu appears.

2 Below the header "Customize commands and workflows in this forum," click Modify
standard menu commands.

The "Add or modify forum menu commands" form appears.
3 Click each checkbox except for the "Reply" checkbox and the "Attach files" checkbox.

Leave these features enabled, so that users who are reviewing the press release can attach
edited versions of it and add their comments as replies.

4 Just below the checkboxes, click Apply.
Click Close.
The standard commands that you cleared are now disabled. Users who enter this forum

willl see only the Add a press release command on the Add menu. (The forum manager
will also see the Add folder command.)

6 To return to the forum, click Close.

After the new command and the workflow are in general use, you are not finished! It is vital
that you continue to solicit and use the feedback of people who regularly use the workflow
and the command. The next chapter suggests ways of doing this and describes some
examples of revisions to your customization.
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Chapter 6: Getting Feedback and Making Revisions

Before creating the workflow and the new command, you spoke with users to collect
information about the work they do (the content) and the way they do it (the process). While
you were developing the workflow and the new command, you allowed a number of users to
review the work-in-progress and offer suggestions. Now that your customizations are "live"
and people are using them, it is important that you stay informed about your users’
experience and any changes in their work.

One way to do this is to sit with users, observe them using the workflow process and the new
command, and note any problems or questions that they may have. It is also useful to set up a
discussion forum where users can post their comments and suggestions about current
workflow processes and commands. You may want to set aside time at a meeting to
brainstorm about possible new customizations. After receiving feedback from users,
consider the changes you want to make, and return to the workflow and command definition

pages.

Suppose that some press releases concern the product, while others focus on financial
information about the company. You want to add a "Release type" element to the Add a
press release command. The "Release type" element requires the entry creator to choose
whether the entry is a product release or a financial release. If the entry is a financial release,
it moves to a new Financial Review state, instead of the regular Review state.

This chapter describes the tasks involved in making this revision:
e Add the "Release type" Element (page 55)
¢ Add the Financial Review State (page 57)
e Use "Release type" to Transition to Financial Review (page 58)

e Integrate New Components (page 61)

Add the "Release type" Element

To add the "Release type" element:
1 In the discussion forum, click the Tools menu, then click Administration.
The "Discussion-forum management" page appears.

2 Under "Customize commands and workflows....," click Develop commands
interactively.

The command user interface appears.

3 Click the "Add a press release" radio button.

Add the "Release type" Element 55



Getting Feedback and Making Revisions

4 Click Modify.
The "Lay out the command" table appears in the right frame.
5 Inthe left frame, below the "Add HTML layout elements" header, click Select box.
6 In the Caption column, enter:
Rel ease type
7 In the "Options" column, click the "User input required" checkbox.
8 In the "Selection items" box, enter (on separate lines):
Product rel ease
Fi nanci al rel ease

9 Click OK.

The "Select box" element appears at the bottom of the "Lay out the command" table in
the right frame.

10 To change the position of the release type in the command, use the Move up and Move
down buttons as you did on page 18. Move the new "Select box" element up 7 spaces to
position it below the release date.

11

On the toolbar, click Preview to see the revised "Add a press release" form.

The "Release type" element is now visible on the form.

Title of press release

Add an entry to Press Releases

Release date

day marth

year

[

|-y selected-- ¥ |
i

--nathing ed--
Froduct releasze

[

E—

[ase

ar choose date from

October Movember

popup calendars: Ev ﬁ"

Financial release

nt

T — T

j|8izej

Now, when someone adds an entry, they must specify whether the press release is a product

release or a financial release.
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Add the Financial Review State

Suppose that financial releases require a separate Financial-Review Committee. In this case,
you must add a Financial Review state to the workflow, and then allow only the financial-
Review Committee to access entries in the Financial Review state.

Getting Feedback and Making Revisions

To add the Financial Review state, click the Develop workflow processes tab in the top
frame to return to the workflow UI, and follow the same procedure that you used when you
added the Inactive state on page 46.

Initially, the Financial Review state appears separate from the workflow process because it

has no transitions.

Draft
(initial state)

Financial Review

Legal Review

Press-Release Review

To define a transition to the Financial Review state, you use the new "Release type" element

from the command.

Add the Financial Review State
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Use "Release type" to Transition to Financial Review

You want financial releases to move to the Financial Review state, and product releases to
move to the Review state.

Before you can set up these transitions, you must define two new conditions (see page 31).
The conditions check the value of the "Release type" element ("Product release" or
"Financial release").

After you define the conditions, you create two transitions that use them.

Define New Conditions to Check the Release Type

To define conditions that check the "Release type" element:

1

In the left frame, click Add, modify, or delete conditions.

The "Add, modify, or delete conditions" form appears in the right frame.

At the bottom of the form, click Add condition.

The "Add a condition" form appears.
In the "Condition name" text box, enter:
Entry is a financial rel ease
Toward the bottom of the form, click the "Include a search query" checkbox.

Click OK.
The "Search text" table appears in the right frame.

In the left column, look for the "Qualifiers for entry type" box and click the "Add a press
release" checkbox.

In the box to the right, in the "Release type" select box, click "Financial release."

The workflow checks if the user has specified that the entry is a financial release. If so,
this condition is true.

Click OK.

The "Add, modify, or delete conditions" form reappears, displaying the new condition.
To define the second condition, follow the steps above, with two differences:
e Step 3: Name the condition: Entry is a product rel ease

e Step 7: In the "Release type" select box, choose Product release instead of
Financial release.
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The new conditions (circled in the picture) appear on the "Add, modify, or delete
conditions" form.

Add, delete, or modify conditions: Press-Release Review

r— Current conditions

Select | Type Condition name
Buitt-in Manal transition (group 1) (al
Buitt-in Manal transition (group 2 (al
Buitt-in When everyone who may answer the workflow guestion has responded

Mate: If "all readers" have the access right to respond to the question, this condition will not wark.

Buitt-in Wyhen a reply has been added to the entey

e Search Everyone answers "Yes"
(true if not found) | Review (query)
|z this document ready for legal reviewe? Mo

et |Ertry is & financial releass
/'—F (true if found)
\R"—- Search Entry iz & product releaL/
Mree~found)

Add condition I Modify condition I Delete condition I Cancel I

You can now use the conditions to define whether a press release moves to the Review
state or to the Financial Review state.

Define Two New Transitions

To define transitions that use the new conditions:

1
2

On the toolbar, click Show whole workflow.

In the workflow chart, click the Draft workflow state.

In the left frame, click Add or delete transitions.

The form for adding transitions to the Draft state appears in the right frame.

In the "Select the conditions..." box, Ctrl+click Manual transition (group 1) and Entry
is a financial release.

Both conditions must be true for this transition. The entry creator can decide when to
make the manual state change, but, for financial releases, he can move entries to
Financial Review only.

In the box to the right, click Financial Review.

Click Add transition and continue.

The new transition appears in the "Current transitions" area at the bottom of the form.

In the "Select the conditions..." box, Ctrl+click Manual transition (group 1) and Entry
is a product release.
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As with the previous transition, both conditions must be true:

e The entry must be a product release.

e The entry creator can control the transition manually.

8 In the box to the right, click Review.

9 Click Add transition and continue.

Both transitions appear in the "Current transitions" table at the bottom of the form.

r Current transitions

Conditions that must all be true:

1o cause a transition to:

F ewiewy

¢ Manual transition (groog 10

T ¢ Manualtransition (group 1)
Entry is a financial release

¢~ Manual transition (group 1)
Entry is a product release

Delete transition and ©

Financial Review

Rewiew

elete transition and continue Cancel

You must now delete the original manual transition. Otherwise, the workflow allows

releases to move to the wrong state.

10 Click the top radio button in the "Current transitions" table.

11 Click Delete transition and continue.

The table reappears. The original manual transition is no longer present.

Now, if an entry in the Draft state is a product press release, the only choice on the Change
state menu is Review. If the entry is a financial press release, Financial Review is the only

choice.
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Getting Feedback and Making Revisions

At this point, when you view the workflow chart, the new transition appears as an arrow

from the Draft state to the Financial Review state.

Draft

(initial state)

Financial Review

N

The flow chart is still incomplete. To integrate the Financial Review state with the rest of the
workflow, use the tools for editing the current state, as you did when you created the other

states:

e “Define the Flow of Work” on page 28

To which states can an entry move from the Financial Review state? Back to Draft?
Forward to Legal Review? Do you want to use a workflow question? What
conditions are necessary for an entry to leave this state? Do you need to define any
new conditions in order to set up the state transition?

e “Set Access Rights” on page 35

Who can view this state? Do you need to specify the usernames of the members of the
financial Review Committee? Who can make modifications? Who can answer a
workflow question? Who can change the workflow state?

e “Set E-Mail Notifications” on page 44

Who should receive e-mail notifications when an entry enters this state? What
information must you include in the e-mail message?

SiteScape recommends that you experiment with these tasks. As you become more familiar
with them, you can create more complicated and intricate workflow processes.

Integrate New Components
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Chapter 7: Next Steps

As we have seen, you can use workflow and new commands to enable users to add powerful
and varied forum entries that move through complex processes. However, in some situations,
the interactive user interfaces are not sufficient. In these cases, you may prefer to use
templates. For example:

¢ You might want to use a more sophisticated layout.

Perhaps you want to include several complex tables in the new command, so that
users can enter many different types of data. In this case, using the "General-purpose
elements" list in the interactive user interface can become tedious. Also, you may
want to change the default formatting of certain elements (such as "Add attachments"
or radio buttons), or set up different layouts for the add-entry form and the entry page.
You cannot do these things using the interactive user interface.

¢ You might want to vary a custom-command element based on server data that is
unrelated to a workflow process.

For example, you might want the new command to display a menu, label, select box,
or any other element, based on the current user’s membership in a group. In the Add a
press release example, a template could check to see if the user is in the Accounting
or Engineering group, and then display a "Financial release" or "Product release"
label accordingly.

Templates give you more precise control over the appearance of the add-entry form and the
entry page. Using templates, you can specify the exact HTML necessary to get the total
effect that you desire. SiteScape’s prepackaged customizations, such as the help desk,
resume tracker, and instant poll, are template-driven. You can customize an existing template
to your own specifications, or you can create and upload a new template. (Working with
templates requires some programming experience and some knowledge of Tcl code.)

Like the interactive user interface, templates have some limitations. For example, many of
the forms used in the product do not have corresponding templates. Instead, they include
support for object overloads, allowing you to implement customizations by working with
Forum source code and Toolkit commands. Also, if your goal is to apply the same
customization to, for example, all discussion forums in a zone, and if that customization can
be implemented using an object overload, it is often easier to use the overload instead of
templates.

When object overloads are required, many SiteScape customers prefer to contract with
SiteScape Support to provide the overloads or to assist with creating them.
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For support assistance, help in developing customizations, or additional documentation,
customers with maintenance can access these forums:

Support:

Forum: http://support.sitescape.com/forum/support/dispatch.cgi/support

WebWorkZone: http://support.sitescape.com/forum/support/dispatch.cgi/wwzsupport

Help: http://help.sitescape.com/

Customization: http://support.sitescape.com/forum/support/dispatch.cgi/custom

For more information about working with templates or object overloads, visit the Support
forum, download the Template Help installer or the Toolkit Help installer, and install one or
both of these Help systems. You can then access the Template or Toolkit Help by viewing the
Manager Help system and clicking on the appropriate button in the upper-right corner of the
Help window.

If you prefer, you can access this information from the Help web site.
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Glossary

access control

Rules that specify which users and groups are allowed to perform specific actions in Forum.
In workflow, access control allows you to specify, for each state, which users and groups are
allowed to respond to workflow questions, view an entry, modify an entry, or change the
state of an entry.

add-entry form

The form that a user must complete in order to create an entry in a forum.

command

An item on the Add menu in a discussion forum that collects and displays the type of data
that the discussion-forum manager wants.

condition

A reason for an entry to change workflow state. Some conditions are built-in (available with
every workflow), such as "Manual transition" and "A reply is added to the entry." You can
also define new conditions.

element
An item that can be part of the definition of a new command for the Add menu in a
discussion forum. Elements include labels, text boxes, radio buttons, file upload boxes, and
more.

entry page
The page in the discussion forum on which an entry is displayed.

Import/export

A method for copying new commands, workflow processes, entries, and more information
from one discussion forum to another.

notification

An automatic e-mail message sent by Forum when an entry enters or leaves a specific
workflow state. When you define the workflow process, you specify who receives
notifications and when they are sent.
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state

A specific step in a workflow process. For example, a document-review workflow might
include states called "In Review" and "Public."

transitions

Rules that define how an entry can move from one workflow state to another. Transitions are
defined by conditions and destination states. For example, you can specify that an entry
should move to a different workflow state when someone adds a reply to it.

workflow process

An online representation of work that is done regularly in your organization.
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A

access controls
defining, 24
setting for all states, 35
viewing changes in, 38, 41 to 44, 48
accessing workflow, 25
Add menu, 3, 54
add-entry forms, 4
adding a workflow question, 29
All readers group, 21, 43

C
captions, 14
Change state menu, 29
command layout table, 13
commands
accessing, 12
adjusting layout of, 18
associating with workflow, 51
changing captions in, 14
choosing usernames in, 16
default elements in, 13
defining, 11
definition of, 1
disabling, 54
example, 3
exporting, 53
hiding elements in, 52
importing, 53
limitations of, 63
naming, 13
previewing, 17, 52, 56
removing, 54
requiring user input in, 16
testing, 52
using elements in transitions, 58
using templates in, 63
using with workflow, 4 to 9
conditions, 28, 31
defining using command element, 58
using in transitions, 32
customizations, 63

D

date widget, 17

default elements, 13, 14
disabling standard commands, 54

E
elements
adding, 14 to 17
hiding, 52
rearranging, 18
requiring user input in, 16
using in conditions, 58
using in transitions, 58
e-mail notification, 20, 24, 44 to 49
entries
adding, 4
adding replies to, 8
controlling access to, 24, 35 to 43
defining transitions for, 23, 28 to 35
inactive, 45
viewing, 6
exporting workflow and commands, 53

F
flow chart, 23, 34, 47

I

importing workflow and commands, 53
inactive entries, 45
initial state, 27

L
layout table, 13

M

manual transition, 23, 28
Move up / Move down, 18

N
notification, 20, 24, 44 to 49
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overriding others’ decisions, 33

P

previewing commands, 17, 52, 56

Q
Query, 30

R
requiring user input, 15
revising a workflow process, 55

S

searching for usernames, 40
Selected users and groups, 37
selecting users and groups, 37
Set access for all states, 35
Show whole workflow, 43
Signature and date, 14, 16
states, 6, 27

tools for editing, 61

T

templates, 63
testing, 17
testing a command, 52
transitions, 2, 23, 28 to 35
adding, 28
manual, 28
using conditions in, 32, 59

U

usability, 55

User input required, 15
User list, 16

\%
visibility, 14, 52

W

When no state change has occurred, 46

workflow

accessing, 25
adding states, 27
associating command with, 11, 51
changing state in, 6, 9
definition of, 1
e-mail notifications for, 44 to 49
example, 5
exporting, 53
flow chart for, 23, 35, 47
frames in UI, 26
importing, 53
improving, 55
initial state of, 27
integrating new components in, 61
naming, 26
planning, 19 to 24
questions in, 29
revising, 55
transitions in
deleting, 60
using command elements in, 58
using conditions to define, 32
using templates in, 63
using with command, 4 to 9
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