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

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

If you are a developer, you can start creating your own activities and functi@mwnload
Workbox SDK atttp://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

Thank You for Choosing Workbox

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 includedlioubleshooting
section of this documentVe will gladly help yosolveany issues.

Please find some time to read thiscument which willguideyoui K N2 dz3 K 2 2 NJ 6 2 EQ

and show you how to use them fully.

Setup configureafully functionalsolution. By defaulta 30day Trialersion is installegthis time
constraint being the only limitation. In ordey use Workbox after 30 days, you needuarchase and
installalicense

When you have installethe Trialversionof Workboxand youwant to continue using it after the

a

T dz

tial LISNA 2R @2dz R2y Qi KI @S {2 It Nffkigeatid burchasezan NB O2 y

activateeither the Standardor Enterpriselicense.

More about licensing cdoe found inthe Stup Guidein the Licensinghapter.TheSetupCuide can
be foundin the samefolderas thisdocument

If you encounter any problems while using our product, please reférdanstructions included in
Troubleshootingection
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1 Introduction

1.1 Whatis Worklox?

Workbox is an advanceglatform designed for creating and managing business processes. Itis a
practical tool for defining simple document flows, such as flow of invoices, absences, sick leaves or
odzaAySaa GNARLAZ a ¢Sttt a Y2RSE AyATHRemnsJS SE 06 dz

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 basic knowledge of Ske&ointFoundation2010and/or SharePoint Server 20

1.3 See thelutorials

Please view the tutorials available on our web sitew.datapolis.comThese tutorials will show you
how touse Workbox in order toreateboth simple and advanced workflows.

2 Start Qreating Workflows!

2.1 Before You Start Permission Considerations

In order to be able to use Workbox workflows, user must have certain permission levels set in
SharePoint. Below you will find minimal permissigguired for specific workflow management and
usage tasks:

1 Inorderto create a List Workflow, user must have Manage arsisView Application Pages
permissiorsfor the list on which the workflow is to be created.

1 Inorderto create a Site Workflow, RebtaWorkflow or Globally Reusable Workflow, user
must have Manage PermissioManage WelSite and View Application Pagesrmissions
assignedor the Site on which the workflow is to be created. In case of Globally Reusable
Workflows, the Site will alwayse the Root Site of the Site Collection.

1 To properly use lookups to SharePoint entitesl Workbox functionsuser should have Use
Remote Interfaces permissigras well as sufficient permissions to access the enfidyuse
lookups to lists and list itas, user should have Manage Lists and Edit ltems permissions.

Below you will find a few sets of permission levels that you can assign to users to get a specific
behavior:

I Manage ListsManage Permission¥iew Application PageEdititems¢will allow ur to
ONBFGS YR NHzy 92N} Fft26a YR 62Ny Ft206 I OGAz2Y
icon on Ribbon will be inactive).

1 Manage ListsView Application Page&ditltems ¢ user will be able to create and run
workflows and workflow actions (althougktS 2 2 N] 6 2EQ& 22N) Tt 26 ! OGA
will be inactive).

1 Manage ListsView Application Page¥iewltemscuser will be able to create workflasand
f I dzyOK g2Ny Fft2¢ | OQtAzya oFfiK2dzaAK GKS 2 2NJ] 032
inactive),but will not be able to run workflows.

In general terms, to run a List or Site Workflow, user needs to have Edit ltems permission. To execute
a workflow action, user needs to have View Items permission.
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2.2 Createa Workflow

Qreatingworkflows with Workloxis an easy taskVorkflows can be created on SharePoint léstd
document librarieg these are called List Workflow&nyuser with permissions to manadfee list
canquicklybuildand runsuch avorkflow.

But workflows can also be created on Sitestéad of single lists. This type of workflows is called Site
Workflows.

Additionally, there are two more workflow types: Reusable Workflows and Globally Reusable
Workflows. Both these types allow you to create workflows to run on specific Content,Tiapes
allowing you teeasilyattacha single workflow definitioto more than one listReusable Workflow

can be used within one Site only, while Globally Reusable Workflow can be used within all site of the
current Site Collection.

2.2.1 Create a List Workflow

When Worlboxis installednthe SharePoinFarm,a new positioninthe List Settings menwappears
Workbox Settings allowing users tonanage workflows on a given list.

Administrator -

T s Mo :
e I
E;ﬂ_l e _"I]] Cre:
Create Woaorkbox

[ View . [# Mav setti settings

eet Settings

o Title |7 Modified By
Item 1 &EHeEw Administrator
Item 2 EEnew Administrator
Item 3 EEnew Administrator

Note: More than one workflow can be defined for a given I&ll.the workflows carbe launched
simultaneously.

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

WorkboxWorkflow Management site provides a list of workfloasrently defined on a given
SharePointlist.

To create a new workflow, click th€reate Workflowlink. After providing a namegraphial
workflow desigrr will open.
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m LNG » Applications *» List Settings * Workbox Settings

=== Define and manage Workbox workflows.

| Home | ez-ES pl-PL

Sites List Information
pEES Name: Applications
Web Address: http://tawb2010/LNG/Lists/Applications/Allltems.aspx
Libraries Description:
Site Pages Advanced Workflow Editing:

Shared Documents

Workbox Workflows

Lists

Calendar The following Workbox workflows are currently available for this list:

Tasks Workflow (click to edit) Description Deployed
Applications Service w <B
Discussions

Note: Workflow namesnust be uniquewithin asite.

2.2.2 Create a Site Workflow

After Workbox is installed, two new options appear in Site Actions menu: Use Site Workflows and
Manage Workbox Workflows.

Browse
= Edt Page
) Edit the contents of this page

‘] Sync to SharePoint Workspace
S Crants # synddvonized copy of
this site on your computer,

5

New Page
Create 8 page you can
customize

New Docnent Library
{ ~] Create a place to store and
share documents.

New Site
Create a site for & team or
@ oject

More Options..

Create cther types of pages,
lists, libraries, and sites.

— View AR Site Content

‘E] View all ibranes and lists in this
ste

R » Edt in SharePort Desoner
w Create or edit ksts, pages, end
workfiows, of adjust settings.
Site Parmmssiona

@ Gve paople access 1o ths ste.

Stte Settings
Acoess all settings for this site,

Use ate workflons \
Check state and ksunch actions

of stte workflows.
Manage Workbox workflows

Mansgs ste and reusable
fows,

To create a new Site Workflow, click Manage Workbox Workflows and a workflow management page
will open. This page allows you to manage three types of workflows: Site, Reusabléyandare
currently on the Root Site of your Site CollectiGhobally Resable.

The whole page is similar to the one used for managing List Workflows @&k &hore details). To

create a new Site Workflow, click the Create site workflow link at the bottom of the Site workflows
section:

page6 of 58



[E8)datapotis

Global Reusabls Workflows @
Tha following glcbal reussbls workflows sre currergly svailsble for this ste:
Warkflow (chek to edin] Desri phaan Corfent type Deployed

Create workfow

Reusable warkflows ﬁ
The Following reusable workflows are csrrently svailable for this ste:
Waorkflow (chok o =dit) DEsoriphion Corfent type Deploysd

Create workfhow

Site workflows ﬁ
The= following 'Workbox workflows are ourrently available for this web sibs:
Workflow (chok to edit] Di@soyiphaon Coepboyed

Designing Site Workflows genemlly the same aslesigning List Workflowsalthough not every
lookup node available for List Workflais available for Site Workflogs These nodes ar€urrent
list/library andCurrentitem.

2.2.3 Create a Reusable or Globally Reusable Workflow

Both Reusabland Globally Reusable Workflows are created and managed in the same way as Site
Workflows. Please note that Globally Reusable Workflows can only be created orath®iteaof the
Site Collection.

Global Reusable Workflows @
The following global reusable workflows are currergly available for this ste;
warkflow (chek Bo edit] Diseriptan Cortent type  Deployed

Reusable warkflows ﬁ
Thes following reussbls workflows are currently available for this ste:

warkflow {chok to edit] Desoriptaon Content type  Deployesd

Site workflows ﬁ
The following 'Workbox workflows are ourrently available for this web sibe:

warkflow (chok to edit] Diescriptan Dreployed

Create site workdlow

When creating a Reusable or Globally Reusable wavk§lou have to specify the Content Type with
which the workflowis tobe associated. This means thyatu can narrow down the types of objects
that the workflow can be running on.

You can either set a single Content Type or let the workflow run oGoalient Types available.
Please note that the workflow definition can be associadéttier with the source Content Type or
any Content Typethat inheritsfrom it.

Designing Reusable Workflows is generally the same as designing List Workflows, althouginnot e
lookup node available for List Workflasavailable for Site Workflow

When building workflow for &ontent Type, in lookup nodes: Current item, Current list/library

Item and Current list/library> List columns you can only use the columns #ratavailable for that
Gontent Type and the ones that are present on every list (like Title).
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If you choose to build workflow¥ 2 NJ {i RoStendType,in kbokups to currentlist or current item
you will only be able to use columns that are common foGatitent Types.

2.3 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 taskso#émer elements Then you
can deploy it on your list, where it will be run.

Whileworkflowdefinitions are rather simple, they reflect real processes, however complex they may
seem from the outside.

The person whodesignsa process has to learn basic t@nology: state, action, activity and
permission

Each processast to start and end somewhere these are the entry points and exit points,
respectively. They are represented as a green (start) and red (end) circles on the diagram. Other
workflow elemerts are:states, actions (transition from state to state), activities (operations which
are to beperformedby the systenwhenmaking a transitiotetween stateyandpermissions.

WhenenteringWorkbox Designer for the first timgou see @lane, empty it astarting 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

Add new state

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 SharePoint list

In the top-left corner of the screeniis a roteolbar, where you can define new roles to be used in the
process and manage existing ones.
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On the topright side of the screen is a dragpwn menu with support options:

| B Support and Feedback =

v Workbox Help

v Support web site

z

Note:/ £ A O]l GKS a{ dzLJL2NI ¢6So6 aAdSé¢ 2cam@uestdnliieKS 51
GNFAYAYy3a: FAYR Fff 1y26y SNNBNA 2N &l 22N)Jo2E
82dz SyO2dzy i SNI I LINPofSY sAGK 22Ny o62E® LG gAff K
the help window.

2.3.1 Adding Sates

States area logical representation of each phase of a procétss.important to understand that a

state defines a general situation in which an object (be it a document or a list item), on which
workflow is running, could be placed. For example, a vacation reqimstment could be either
approvedor rejected, so two phases and, in effect, workflow stateg of the vacation request

G2N] Ft26 O2dzf R 6S awSljdzSad ILIWNROBSReE YR awSlj dzS

¢2 RSTAYS | yS¢g adalidsS Ay (GKS hetddbdriveed you @inth O 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 be created.

Example
Let us assume that a process of submitting an applicatibdinconsistof three phasesFilling in an
Application, Sent to the manageand Completing Application

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

GFilling in an applicatignNext, the formneedsto have ay' I y I 3SND & | O 0Renttokhg OS 06 { (
manageg). Now comes the phase when an application can be accepted, denied or transmitted to
complete it (StatedCompleting Applicaticg).

Filling in an Set to the manager
application

2 KSy ¢S ONBIFGS | yS¢ aidl %% .Andrdet to shange itRvée Rdvelzt (v |
to edit the state properties. Either doubleick on the state or click a small pencil icon which will

appear when you point mouse cursor over the stal@e other icons are to remove the state and

create a new action
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State properties window looks like the following:
Mew state - Edit state properties

R

) ield permissons
©seltmer

m Remove

Here we can do the following

1 Nanethe state and addits description.

f Changacolorothestate.¢ KA & gAff YIFI1S GKS RAFANIY Y2NB
complex.

1 Assigrpermissiorsto itemfields.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 seHltimers, which allow automating parts of a procesmssd can perform recurring
tasks.

f RemovethestatefromthRSFA YA GA2Y 662Nyl a GKS &lFYS gle | &
icon).

2.3.2 Adding Actions

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

Actions are launched by usethuspushing theprocess forwargdalong defined path

Actions can bereatedin two ways
f By clickinghe Addnew actioré  AirGti2eyoolbar.
T .8 Of AO1AY3 (KS dsplagedongshts. | OGA2yé AO2Y

Completing
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A smaliconwill appear next to the mouse cursdVhen you movéhe cursor over a statea number
of connection points will appea€lick one of these and, holding the mouse button, move the cursor
G2 GKS ySEG adGlriSsz 6KSNB &2dz Oy NBfSFHasS GKS Y2

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

In otherwords, itis important thatvhencreatingactions, you begin in a state from which the action
should stat, and end in a state to which the action should lead.

Note:¢ KS T OGA2y O2YAy3 FTNBY GKS aillNLIAyY3 awaysd yi oGk
SESOdziSR 6KSy 62N} Ffz2ps adtNlIao LGA &Gl yRINR YI
execution conditions and launch form management (these functionalities are described later in this
document).

Actionlinescan be bentgiving you a degree of control oveow the action should be shown the
diagram To bend an action line, click itin a desired place, then, holding the left mouse button, drag
the bending pointto a new plac#.is useful when you want to keep you workflow diagram readable.

Example
For the statedSent to the managémwe can defineseveral actionsAccept, Deny, Send to complete,
Withdraw an application

LaunchingAccept Denyor Withdraw an applicationaction endsthe process while launching the
Send tocompleteactioncauses transition tdCompleting gplicatioré  a.u I 0 S

Filling in an Set to the manager
application

\é R —C
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Aswas the case with states, you can edit action properties. You can open the properties window by
doubleOf AO1 Ay3 GKS FOGA2Yy fAYyS 2NJoeé Of AOlAy3d (GKS
mouse cursor over the action:

There isalso one otheficond 6 5 St SGS | i dag ysé to remiokeiti@ Kaction from the
diagram.

The action properties window looks like this:
Accept document - Edit action properties (7]

B Launch form)
8 permssions |
0 pctwiies |

Here you can do the following:

1 Change the action name and description.

9 Build Action Launch Forms.

1 Set permissionspecifyingusers who can launch the action.

91 Define aset of conditions which must be metin order to 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 attxecutes.

2.3.3 Adding Decisions
Decision allows automatically choosing action, which should be launched when condition is met.

Example:

Userl uploads a file into documents library. The file should enter a proper state (for example
G{GFGdSHéV WRwEchifeyaRmeyt Bsed yorks in.

Using decision from screenshot below, with properly defined condition, it is now possible to launch
G! OAz2ymeé YR SYGSNI a{idFridSné¢o
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Statel

You can add decision by clicking its icon on the toolbar:

o]
o]
El
=

Just drag and drop it soméhere in work area and add incoming and at least one outgoing action.

To editdecision you need to double clarkit or click on pencil icon, appearing wheavering over
decision.

pagel3of 58



[E8)datapotis

Mew dedsion - Edit decision properties (7]

-n
X

Here you can do the following:

1 Change name and descriptiond¥cision 5 5 5
f 9RAG aSGiAy3da F2NIALISOATAO OlA2ya 6a5SOAaAz

Mew decs[..] - Decision path

‘?» If conditions and permissions allow
launch action: Actionl

P+ Else If conditions and permissions allow
launch action: Action2

Elze 2

launch action: Action3

With above form, you can:

1. Setthe order of actions,
2. Openwindow to change action execution conditions,
3. Openwindow to change permissions

How itworks:

When incoming action is launched condition checking starts for every outgoing action in order
LINE GARSR AY b5SOA&A2Y LI GKE F2NXO
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If conditionfor current actionis met then decision checks if user that launched incoming action has
permissions to lanchcurrent action.

If more than one condition is met, only the first action will be launched. If none of the conditions is
YSUX UKSY UKS fladg FOuA2y RSFTFAYSR AYy da5SOAaA2Z2Y

2.3.4 Activities

During transition between states, you mightant to perform some additional operations, for
example send an-enail to a user who wilhave a task to perform in the next state. You can achieve
this by using activitiessmall programs performing a given operation or operatigkxdivities can be

setin a desired order, you can also execute activities when certain conditions are met. For all intents
and purposes, you can define a whole new workflpa/sequential one.

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

Accept dooument - Edit action properties

Bl
8 permissions |

©ctviies |
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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 havet RRSR | ySg FOGA@AGe G2 GKS RAFINIYZ
parameters. Double&lick on the activity or click the pencil icon in the tlgdt corner of the activity. A
new window will open:

M
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Add to role - Edit activity
=

Lﬁ.dd to role

—
Included E] ‘
=]

In this window you have a brief description okthctivity, telling you what operation it performs.

,2dz Oy OKlFy3aS OGAGAGEQaAa RAALX @SR yFYS FyR &a¢
might be required (marked with an asterisk) and you must provide them with a value; otherwise the
activitywill not run properly.

You can see a description of each parameterin a tooltip: just point your mouse cursor over the small
@ iconnext to the parameter you want to learn abaut

You can reuse activities that you have already defimethiningitspar¥ SG SNE>X a2 GKF 4G @
have to setthem againjust drag the chosen activitym the diagram and drop it on the list on the
NAIKGDP ¢KS a/fALIWDB2FENRE Glo gAfft 0SS 2LISYSR | dzi 2
activities list. If you wartb use this activity elsewhere, simply drag and drop it from the clipboard to

the diagram.
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(" Assign - Edit action activity diagram

e B
lwmE= ]

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 wlyemn can exit the Designer without
losing copied activities.

Loop Activities

There might be a situation when you would like to repeat a set of activities several times, for
instance when you are processing a number of list items. Building multiple sets of activities may be
GANBA&A2YSSY LI dza Al gAff reasdiNperanincd. K GoadsadsNduet 2 6 Q a
loops.

Loops are activities in which you can nest a set of other activities (including other loops), which will
be executed a number of times.
In Workbox here are two loop activities, each being a loop dlfifferent type:

1 While loop,
1 Foreach loop.

CKS 2KAfS 221 02NJ aAYLIX @& a[22L¥3x a GKS | OGAG]
met (unless the maximum number of iterations is constricted).

The Foreach activity 2 NJ & C2 NJ S lreBikvesialcdletion distiterhkkhat meet defined
conditions, and then runs for each of the items. The number of iterations is the number of retrieved
items.

Note: The items are retrieved only once, at the start of the activity.
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Important: To use he loop activities, you must first enable the WhileActivity type in y
6SoPO2yFAI FAESd® ¢2 R2 GKAAX yI@A3aLGS &
Clinetpub\wwwroot\wss VirtualDirectorie§port number on which your Web Application

running). Open the web.config file (you can use Notepad, for it is a text file). Navigate to lin
<authorizedType Assembly="System.Workflow.Activities, Version=3.0.0.0,

Culture=neutral, PublicKeyToken=31bf3856ad364e35 " Namespace" System.Workflow.*

TypeName" WhileActivity " Authorized ="False " />

(Itshould be in
configuration/System.Workflow.ComponentModel. WorkflowCompfigerthorizedTypes section.)

Change the Authorized attribute from False to True, so that the line will look like:
<authorizedType Assembly="System.Workflow.Activities, Version=3.0.0.0,

Culture=neutral, PublicKeyToken=31bf3856ad364e35 " Namespace" System.Workflow.*
TypeName" WhileActivity " Authorized ="True" />

Save the file. Now you should be able to successfully deploy and launch workfitwi®op
activities.

If you do not perform this routine, workflows with loop activitiedl not deploy.

Please note that there is a risk of a severe performance decrease of the whole Shar
infrastructure if an infinite loop is executed. Make stinat you define loop conditions with care
also be sure to set a maximum allowed number of iterations, which will help to contro
unexpected situations.

2.3.5 Variables

Workflow variablesare used tostore informationwithin the workflow. Thanks to variabkeit is

possible to ask user tprovide some data(in our example imight bea reason forejectingan
application)in order to use it somewhere else in the workfloBome activities return the result of
GKSANI 62N] 2 TF2N AyYyailkuhdiBe IDidiBe ele@entit@raated. ¢! RR A (S Y

Variables can be createdthe 62 2 N] ¥f 26 @I NAIo6f Sad¢ G6AYR263 gKA(
Q220N 6dalyl3IS 62Ny Ff26 OINAIOGEtSaE0 2N GKNRC
I NXIof Saé¢ odii G@IYNRIYO UEKSE @2 alAQEBA 2y ¢ F2NX O

Workflow variables

+ | New variable

[ ox | conce

When addingor editing) a variable we can definiés type (integer,real number, stringdate and
time, true/false).
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We can also name it the way we chose and provide a small description.

- Edit variable properties

If we want to requesuser to provide a value for this variahl@e need to assign the variable to
action. @ to actiomQ gropertieswindow andclick thedLaunch fornd button.

Mowa - Edit action properties (7]
Send to manager ‘ I_] h
(@] permissions
O activities |

In the following stepyou canassigrvariablego action, thus creating Action Launch Form.
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2.3.6 Action Launch Forms

Action LaunchForm (ALF)is a page that is shown after user clicks an action dimkither itemQ a

contSEG YSydz 2NJ AdSYQa OASs F2N¥o 2A0K GKAA& F2N)
information you can then useithin the workflow. This data, as mentioned before, widl $tored in

workflow variables.

The following form types are available: Quick Form, InfoPath Form and Custom Form. We can also
set the action to run without showing any forqaizd S NJ ¢ 2 yd®icondir® actici &x8cution.

Also, there is the possibility to set the page to which user should be redirected after the action has
been successfully launched.

2.3.6.1 Quick Form

Quick Form is the default form type. Evenif no action form has been defindugaction, an empty
form will be shown prior to action launch.

The Quick Form is equivalent of the ALF as it was in Workbox versions prior to 2.2.
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