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Workboxis still expandingWhile its base functionality is fully tested and stable, we are
constantly adding new functionalities with each releaséle strongly recommengou to
register onhttp://partner.datapolis.com.pl, where you will be abldgo easilytrack latest
Workbox releasesAlso, you will be able t@et additional Workbox materials antb try our on-
line demonstrationenvironment with latest version of Workbox.

If you experience any problems with Workbox, either during installation or when using it,
please contact us aftttp://www.datapolis.com/en/support .

If you are a developer, you can start creating your own activities and functidswnload
Workbox SDK alittp://www.datapolis.com/en/Offer/Products/WorkBox/Pages/SDK.aspx

If you are interested in purchasing a license, see our licensing and pricing information at
http://www.datapolis.com/en/Offer/Products/WorkBox/Pages/Salelnfo.aspx

ThankYou for ChoosingWorkbox

We hope that you will find our product useful. If you have any comments or questions regarding

Workboxor this guide pleasefeel freeto contact us. Contact details are includedTiroubleshooting

section of this document. We will gladly help ysnlveany issues.

Please find some time to read tldscument which willguide youi K N2 dzZ3 K 2 2NJ] 0 2 EQ& ¥ dz

and show you how to use them fully.

Setup configures fully functionalsolution Bydefault, a 30day Trialversion is installedthis time
constraint being the only limitation. In ordés use Workbox after 30 days, you needptarchase and

installalicense

When you have installethe Trialversionof Workboxand youwant to continueusing it after the
GNRFE LISNAR2RI @&2dz R2y Qi KI @& issufficieNM®d Jpyfchasé and

activateeither the Standard Enterpriseor Unlimited icense.

Please note that Wwen you activate Standard license, which has limit tevérkflows deployed

2 NJ N,

concurrently, you will need to redeploy the workflows which you want to use, otherwise the

workflows will not start.

More about licensing cabe found inthe Stup Guidein the Licensinghapter. The SetupGuide can

be found in the samé&lder as thisdocument

If you encounter any problems while using our product, please reféha@danstructions included in

Troubleshootingection
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1 Introduction

1.1 What is Worklox?

Workbox is an advanced platform designed for creating and managing business processes. It is a
practical tool for defining simple document flows, such as flow of invoices, absences, sick leaves or
business trips, as well as modeling complex business procdsseshR 2y O2Y LI ye&Qa L ¢

O)¢

1.2 Who is a Worklox usef

Workbox has been designed for managers and business analysts who create business processes
within a companyUsingWorkbox does not requirprogramming skills, though the user should have
at least basi&nowledge of Windows SharePoint Services 3.0 and/or SharePoint Server 2007.

1.3 See theTutorials

Please view the tutorials available on our web gitew.datapolis.comThese tutorials will show you
how to use Workbox in order tareateboth simple and advanced workflows.

2 Start Qreating Workflows!

2.1 Createa Workflow

Qreating workflows with Worklox is an easy taskWVorkflows can be created on SharePoint lestsl
document libraries.Anyuser with permission® manage dist canquicklybuild and runa workflow.

When Worlbox is installedon a SharePoint farng new positionin the list settings menwappears
Workbox workflows, allowing users tonanage workflows on a given list.

New = Actons v | Settings * |

§  Title Create Column
) lﬂjﬂ Add a column to store additional
There are na items to shoy information about each item. 4

- | Create View
E 1 Create a view to select columns,
filters, and other display settings.

——. List Settings
@ Manage settings such as permissions,
- ) -

‘Workbox workflows a
I-'.l Allows creation of advanced
workflows with the use of graphical ’
/

Py, | dEsianer

SharePoint Column Protector
Manage permissions for list columns,

Note: More than one workflow can be defined for a given IAll.of the workflows can be launched
simultaneously.

Note: Standard workflows can still be run on a list where Workbox workflows are present. Please
also note that, when referring to workflows or wdlow management in this documentyorkbox
workflows and functionalities are meant, unless stated otherwise.

WorkboxWorkflow Management site provides a list of workflomsrrently defined on a given
SharePoint list.

To create a new workflow, click théeate Workflow link. After providing a namegraphial
workflow designer will open.
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WorkBox Demo Site > porlik > Applications > Settings > WarkBox - Administration
WorkBox - Administration: Applications

Developing and administrating of WorkBox Workflows.

List information
Name: Applications
Web Address: htip: ffworkbox. datapolis. com. pl/porlik /Lists /Applications /Al tems. aspx

Description:

WorkBox Workflows
The following WorkBox workflows are currently available in this list:

Workflow (click to edit) Description Associated

< o Create workflow >

Note: Workflow namesnust be uniquewithin asite.

2.2 Designer

Workbox Designer is a tool for creatimgrkflows, where you can set up the whole process, along
with a number of various conditions, permissions, automated tasks and other elewmEms you
can deploy it on your list, where it will be run.

While workflow definitions are rather simple, they reflect real processes, however complex they may
seem from the otside.

The person whodesignsa process has to learn basic terminologyate, action, activity and
permission

Each proces$ast to start and end somewhere these are the entry points and exit points,
respectively. They are represented as a gréstart) and red (end) circles on the diagram. Other
workflow elements arestates, actions (transition from state to state), activities (operations which
are to beperformedby the systenwhenmaking a transitioletween stateyandpermissions.

WhenenteringWorkbox Designer for the first timgpu see glane, empty but starting and ending
points of the process.

On the left side of the screeis also aoolbar with a set of options used to build the process and
manage its properties
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Add newstate

Add new action

Manage workflow variables

Save the workflow definition

Save and deploy the workflow

Revert to last saved definition of the workflow

Check the workflow definition

Set the workflow properties

Go back to SirePoint list

In the topleft corner of the screen is a role toolbar, where you can define new roles to be used in the
process and manage existing ones.

On the topright side of the screen is a drafown menu with support options:

B Support and Feedback =

Workboox: Help
Support web site

Report a bug

Note:/ f AO] GKS a{dzZlJlI2NI 6So6 aAadasSég G2 32 G2 GKS 510
GNXYAyAy3as FAYR Fff 1y26y SNNRBNBR 2N Fal 22N]Jo2E
you encounter a problem with Workbox. It will help us imprévezNJ LINR RdzOi ® &2 2NJ 62 E

the help window.

2.2.1 AddingSates
States are a logical representation of each phase of a protieissimportant to understand that a
state defines a general situation in which an object (be it a document or a list itemyyhich
workflow is running, could be placed. For example, a vacation request document could be either
approvedor rejected, so two phases and, in effect, workflow stateg of the vacation request
G2N)] Ft2¢ O2dzdZ R 0SS awSljdzSaRé ® LIINRPPSRE | yR awSl dzSa
¢2 RSTAYS | yS¢ aidlasS Ay GKS ¢2NJ Titvwhényou@dink O1 G K

your mouse cursor on a free space of the design area, an outline of a rectangle will be displayed.
Click again in a place where the state should leated.
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Example
Let us assume that a process of submitting an applicatitinconsistof three phasesFilling in an
Application, Sent to the manageand Completing Application

Whenthe process is startinga person who submits an application should fill in a proper f@tate

¢Filling in an applicatich Nlext, the formneedsto have & I y I 3 SN & I O 6hiblthg OS 0o { i
manageé). Now comes the phase when an application can be accepted, denied or transmitted to
complete it (StatedCompleting Applicaticd).

Filling in an Set to the manager
application

2 KSy S ONBIFGS + yS¢ adl GdS> Aniord&ltoxhahge iR &efhawdzt G Y |
to edit the state propertiesEither doubleclick on the state or click a small pencil icon which will

appear when you point mouse cursor over the stakbe other icons are to remove the state and

create a new action.

Completing
application

State properties window looks like the following:
Mew state - Edit state properties

R

1| Field Permissicns
[T self-timer

Here we ca do the following

1 Nanethe state and addts description.
f Chang a color ofthestate.¢ KA & @gAff YIS GKS RAFINIY Y2NB
complex.
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1 Assignpermissiors to item fields. This allows you to contratho should be abldo read and
edit each column on a listhen a process i® a given state.

1 Set up selfimers, which allow automating parts of a procemsd can perform recurring
tasks.

7 P

T wSY2@9S K A0FGS FNBY G(GKS RSTAYAIGAZ2Y I d&2ZN] &

icon).

2.2.2 AddingActions

Actions represent transitions between states On the workspace actions are shown as lines
connectingconnect two states

Actions are launched by usetbuspushing the process forway@long defined path

Actions can bereatedin two ways

f By clickinghe 6Addnew actioré  AirttiZeyoolbar.
f . & OftAO1AYy3a (KS dgpapnastte | OlAzyé AO2Yy

A smalliconwill appear next to the mouse cursdVhen you movéhe cursor over a statea number
of connection points will appeaClick one of these and, holding the mouse button, move the cursor
G2 GKS ySEG adliSz ¢KSNB @&2dz Oy NBtSFHasS GKS

Note: Because action represents transition between statessdirection is important. The direction is
marked by a small arrow in a circle:

In other words, it is important thatvhen creating actions, you begin in a state from which the action
should start, and end in a state to which the action shdeitd.

Note:¢ KS | OQlA2y O2YAYy3 FTNBY GKS aidl NIAy3a didysy i
SESOdzi SR 6KSy g2N] Ft26 adGhkNIaod LG& adl yRINR
execution conditions and launch form manageméhiese functionalities are described later in this
document).

Action linescan be bentgiving you a degree of control ovieow the action should be showin the
diagram To bend an action line, click it in a desired place, then, holding the left mautiss bdrag
the bending point to a new placé.is useful when you want to keep you workflow diagram readable.

Example

For the statedSent to the managérwe can defineseveral actionsAccept, Deny, Send to complete,
Withdraw an application
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Launchiig Accept Denyor Withdraw an applicationaction ends the process while launching the
Send tocompleteactioncauses transition tdCompleting aplicatioré  a.G I G S

Filling in an
application

As was the case with states, you can edit action properties. You can open the propantesy by
doubleOt AO1Ay3 GKS | OlAz2y tftAYyS 2NJoé OfAO1Ay3d GKS ¢
mouse cursor over the action:

There isalso one othericond & 5 St SG S | ¢oil kad yise o rembve & action from the
diagram.

Theaction properties window looks like this:

Mame: | Accept document B | Launch form

Description: & | Permissions

42| Conditions

B Launch form

| Activities

Here you can do the following:
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Change the action name and description.

Build Action Launch Forms.

Set permissionsgpecifying users who can launch the action.

Define a set of conditions which must be met in@rtb launch the action. For example, you
might want to allow the action to be launched only on Sunday evening.

1 Build sequence of activities to be performed when the action executes.

=A =4 =8 =

2.2.3 Activities

During transition between states, you might want to perfosome additional operations, for
example send an-mail to a user who wilhave a task to perform in the next state. You can achieve
this by using activitieg small programs performing a given operation or operatighdivities can be

set in a desired omf, you can also execute activities when certain conditions are met. For all intents
and purposes, you can define a whole new workftparsequential one.

Activities are placed on a special diagrgmctivity diagram¢ which can be accessed throughe
action properties window. Eadictioncan have a unique set of activities.

Accept dooument - Edit action properties

Bl
8 permissions

© acivities |
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" Assign - Edit action activity diagram

Adding activities to the diagram is very simple: you just drag them from the list on the right and drop
them on the diagram:

¥

g:'“ Start workflow

When you have added a new activity to theA F ANJ Y @2dz YAIKG sl yd (2
parameters. Doubkelick on the activity or click the pencil icon in the deft corner of the activity. A
new window will open:
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Add to role - Edit activity
=

Lﬁ.dd to role

[ & ]
Included E] ‘
=]

In this window you have a brief description of the activity, telling you velpatration it performs.

,2dz Oy OKIFy3aS FOlA@GAGEQa RAALXIFTE@SR yIYS IyR &8s
might be required (marked with an asterisk) and you must provide them with a value; otherwise the
activity will not run properly.

Youcan see a description of each parameter in a tooltip: just point your mouse cursor over the small
@ iconnext to the parameter you want to learn about

You can reuse activities that you have already definedNB G F Ay Ay 3 AG& LI NI YS{GSN
have to set them againJust drag the chosen activitym the diagram and drop it on the list on the
NAIKGDP ¢KS a/tALIWB2FNRE GFo gAff 6S 2LISYSR ldziz2zy
activities list. If you want to use this activity elseam, simply drag and drop it from the clipboard to

the diagram.
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(" Assign - Edit action activity diagram

DRAG ACTIVITY HERE
TO ADD IT TO THE
CLIPBOARD

The clipboard is shared for all actions, so you can copy activities from one action to another.

Also, the clipboard is saved with workflow definition, so when gan exit the Designer ithout
losing copied activities.

2.2.4 Variables

Workflow variablesare used tostore informationwithin the workflow. Thanks to variables it is

possible to ask user tprovide some data(in our example itmight be a reason forrejecting an
application)in orderto use it somewhere else in the workfloBome activities return the result of
GKSANI 62N 2 F2NIAyadlyOoS GKS FOdGA@AGe a! RR AGSYE

Variables can be created the 2 2 N] Tt 26 @I NAIl of Sa g A fdR2thiez g KA O
G622t 06FNJ 60aalyl3aS 2Ny Ft26 O NRI fééé() 2NJ (KN dz
G NAFof Sa¢ odaid2y 2y GKS 64! aardy OSFNRlofSa G2 I C

Workflow variables
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When adding(or editing) a variable we can definiés type (integer, real number, stringdate and
time, true/false).

We can also name it the way we chose and provide a small description.

- Edit variable properties

String

If we want to requestuser to provide a value for this variablere need to assign the variable to
action. @ to actiom gropertieswindow andclick thed_aunch forna button.

MNowa - Edit action properties

Send to manager

|@]permissions |
©]actiites |

In the following stepyou canassigrvariablesto action, thus creating Action Launch Form.

2.2.5 Action Launch Forms
l QGA2y fldzyOK F2NX A& | LI 3AS GKFG Aa akKasy | FiS
menuorom 1 SYQa @GASH F2N¥VO 2AGK GKAA F2N¥YI &2dz Oty N
you can then use within the workflow. This data, as mentioned before, will be stored in workflow
variables. The first step of building action launch form is to asggables to an action. This can be
R2yS Ay (GKS a!aairady GFINRFIoftSa G2 OGA2yé G6AYR26Y
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Accept document - Assign variables to action

=

]
Approve 'Accept document’ action launch.

CrQ "@R&asﬂn‘

Estimated publication date & | jab| Comment

B Manage variables

Click "Confirm” button to confirm action launch and move to the next state.
|| Save as template 8 [ | Load from template
ok |

Here we have the followinglements

T Checkbox indicating whether the form should be displayed or ngaufuincheck it, ndorm
will be shown to user, and no data could be collected before action execution.
9 List of available workflow variables, i.e. all the variables defined in the workflow and not
already assigned to edited action. You can assign a variable by either -atiakieg on it or
08 OftAO1AYy3 (G4KS INBSYy A02y 2y (GKS NRIKGD® LT ¢
B NRIFofSaeg o0dzit2ys 6KAOK gAff 2Ly (GKS a2 2NJ -
9 List of assigned workflow variables. For these variadbliesm will be generated when user
launches the action, so that data could be collected.
1 Form header and form footer, where you can provide things like form title, information to
user, etc. You can use HTML and JavaScript, so you can do some advanceichdoiimsert
images and links, and even embed web applications, for example developed in Flash or
Silverlight.
T a{Fr @S +a GSYLX I GS¢ IyR a[2FR FNRBY GSYLI I (iS¢ ¢
action launch form definition, along with all its setjis, as a template, which then can be
used in a different action.

It is important to understand the difference between workflow variables and form fields. Workflow

variable is an abstract object where data isretland from where it can then be retrievexhd used
elsewhere within the workflow instance (i.e. workflow running on a given list item).
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Form field is a part of user interface placewhere user can enter datavhich will then be assigned
to workflow variable. Fields are generated automaticalhen user launches an action. For each
workflow variable assigned to a given action, one field is generated.

A field can be of a given typmeaning that you can restrict the type of data user can enter in the
field to, for instance, date and time onlyhé field will be rendered in a way which will help user
provide valid data, so for date and time field a date picker will be shown.

Note that workflow variables have their own types, so you can use only field types compatible with
corresponding variablézor more information on this matter, please see Workbox help:
Functionalities> Action launch formre> Field properties.

A sample field can look like this:

e 11/23/2009 B am ~ 13 »

Fleaze enter the due date of thas event

tftSrasS y230S GKS t1Fr06Sf YR RSaAONARLIIAz2Yy feld GKS fST¥
has a set of properties defining its appearance and data it accepts. These properties can be set in a
GC2NY FASER LINBLISNIASAE oA y-Rigkingassigiell @fabl©dry’ 6S | OC
pencil icon. The properties window may look likésth

Reason - set form field properties

Single line of text

Number

Multiline text
Choice

Date and time
Yes/No

Person or group

Files

Note: You can change order in which the fields appear in the form. Use small up and down arrows
shown on the left side of assigned variables.
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2.2.6 Lookups and-unctions

Lookups allow you to use external data in your workflow. You can use lookupenyplaces within
workflow, for instance in activitparameters, conditionsfunctions or action launch forms

Lookups arggrouped intrees. ¢ KS Y2 aild 02YY2y Aa (GKS a{KINBt2AYy
your SharePoint content. Thie/ dzZNNBy ¢ oONI yOK | ff2¢4& &dcdahichz2z 3IS
the workflow is currently running, from the list this item is created on, from the site of the current

list, and also the information about the current us€r.K S &2 2 NJ Ff 2 ¢ inRreférénées i NB S
G2 2028004 GAGKAY 62N]Ft26x Sdad NRBfSAX | yR (KS
workflow variables For all intents and purposes, lookups in Workbox work similarly to lookups in
SharePoint.

¢
u

There is one moretreeon$h t 2 2 1 dzLJ f A & { FunCibris &ll&WRyoutdladipuatg daty & €
in a way you needyou can, for example, replace a string in a given text, do advanced mathematical
calculations or query external database.
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