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Today's Objectives

Overview of Setup for Workflow
Understand Workflow Options
What is a Step?

Shortcuts

Design Workflows

Implement Workflow

Questions
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Workflow Setup

Today we are focusing on workflows

with email integration!

Before you start, you will need:
v"Web Services Installed
v'An Email Account for Workflow
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Workflow Setup

i
Sample Setup Window ax - = 1 @7

Actions File Tools Help

Enable E -k ail for *workflow
Outgaing Mail Server [SMTP)

E -t ail Address mark s{@calszone. com

Dizplay M ame b ark Saia

E m a i | S etti n g fo r ServerName | mbs.calszane.com - =

[] This server requires a secure connection [S5L]

N Ot i fi C a t i O n S > SMTP futhentication

(® windows Authentication using D atabase Engine service credentials

() Basic Authentication

Jzer Wame maia
Pazzword senenenee
Canfirm Pazzword [IYTTYTY T

() Ananpmous Authentication

Enable E-Mail Actions

E m a i | ACt | O n S et u p > Dynamics GP Web Services Server

Server Name MaRK-HE2 Port 48520

[] This server requires a secure connection [S5L)

Administration -> Setup -> System -> Workflow Setup
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Workflow Setup

| E
=9 = il @
Workflow Calendar

Mote
Actions File Tools Help
whork Daps MHon-work D ays
L]
Used to determine the e etee e [
. . . B Sucy gggggim ggggg E: Date Description

deadlines for activit St omaml o VT3 e :

Tussday B0000 AM 50000 PH 5/3/2027 | Memorial Day

. Wednesday B0000 AM 50000 PM 7/5:2027 | Independence Day [Dbserved]

assignments made for ey SO0 S0P || g Lt

Friday 0000 e 11/25/2027 || Thanksaiving

[ Saturday — S 12/24/2027 HH| Christmas [Dbserved)
Wor OW Steps 12/31/2027  F|| Mew Year's Day [Dbserved)

0/0/000 3

Administration -> Setup -> System -> Workflow -> Workflow Calendar
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Workflow Setup

il
Email Messages 9 X il @7

Save Clear Delete File Tools | Help Add
M h T Mote
Actions File Tools Help
Mesgsage ID WFE ASSIGN PMDOC APPROVAL® p
° ° 11 n Diescription Azzignment notification for Payables Transaction Approval workflows
e S S a g e S t a t S t a rt W I t Meszage Type Workflow Assighment ~
Series Purchazing w
« Can be customized i e
Subject ‘You have a task assignment for Payables £%D ocument Type®} {#voucher Mumber}
(] (] L]
« Additional fields can be added Bod | ooomenioes valise
You have been aszigned a task for the {Workflow Step Mame? | step in the Payables Transaction Approval ”

wiorkflows for Papables %2Document Typei} {2V oucher Humber?

* Can create new emails to fit Lok et Gl Do)
your needs!

1EwWork v Action List?)

Document Type: {%ZDocument Typei}
Dacurment Mumber: 20 ocument Mumberz}
Description: 1%0escnption’}

Yendor {%Vendor Mameit

Document D ate: $%0 ocument Date;
Tranzaction Amount: {20 ocument Amount?t

Comments:
138l warkflow Commentsi} o

Select and Insert Fields

(® Document Fields Field -

O Workflow Fields O additional fields

Have Replies Sent to Select Mames
4 4 » M

Administration -> Setup -> System -> Workflow -> Email Message Setup
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Workflow Setup

m Document Attachment Setup - TWO (sa) - s
Document Attachment o Cors e T 1 i
Actions File Tools Help

llows Document Attachments

Attachment Location Options

Default Lacation: 2

[ Delete file from Drefault Location after attachment

Used in conjunction with

Allows attachments to be deleted Attribute Defaults:

emails if documents

Allow attachrments to be added in inguiny windows

939.93 | 999.99 Megabyte Maximum

Inquiry Pazzword

need to be attached to

Allows attachments to flow from Customer Maintenance window

(®) Mot Flow

workflow notifications

Type: ) Flow (®) Mot Flow

Allow attachments to flow from Yendor Maintenance window

Type: ) Flow (®) Mot Flow
Allow attachments to flow from PTE Employee Expenze Entry window

C|C|C|0|@®

Type: Flowa [t Floe

[ Send &ttachments in email

Administration -> Setup -> Company -> Document Attachment Setup
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Workflow Types by Series (as of 18R1)

C ) C ) C )
) . 0 AdMministratio
Finance Purchasing Payroll Project
)
6L Batch Receivables Payables Employee Expense Smartlist
N atc I Batch [ Batch b Profile i Report Designer View
pprova Approval Approval Approval Approval Approval
N\
Payables Employee .
¥ Transaction b SFIJGIIZ | Timesheet
Approval Approval Approval
o/
Purchase Payroll Direct
P Order P Deposit
Approval Approval
Purchase Payroll
> Requisition [ Timecard
Approval Approval
. s \
Purchasing
b Invoice Payroll W4
Approval Approval
oo/
.
Receiving
P Transaction
Approval
.\
Vendor
» Approval
o/
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Workflow Icons

Icon Description

1 - . Q
m P X I 2] 2
] / -] = = ey Workflow type
Save Clear  Delete Copy Mew Mew -
Workflow Worlkflow Workflow  Step |i Workflow that is not active
Actions Mew — . .
(o) Workflow that is active
=== Purchasi “
=_= MrEnasng [¥] Task workflow step
-5 Payables Batch Approval Workflow M.
.2 Payables Transaction Approval D escription = Approval workflow step
4:----3':‘- Purchase Order Approval whorkflow Ty
I . 1 Unsawved workflow or workflow step
+-52| Purchase Requisition Approval —— —
+§.|';‘ Purchasing Inveice Approwval Step = Expand all
+-55 Receivings Transaction Approval Approve Ver -
-Z.'; Vendor Approval i Collapse all
2] Vendor Approval Workflow -
L590 Approve Vendor Adds and Ch I= Copy
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Workflow Maintenance

Components of
Workflow

Maintenance

«  Workflow Type
«  Workflow
* Steps

m Warkflow Maintenance - TWO (sa)

" X

Save Clear Mew
Type Workflow
Actions Mew

Purchasing w

2FY Payables Batch Approval

2FY Payables Transaction Approval
- :‘ Purchase Order Approval

Sy Purchase Requisition Approval
L] Purchasing Invoice Approval

B

7 Receivings Transaction Approval
-2 Vendor Approval

—|Z_ Vendor Approval Workflow
.. Approve Vender Adds and C

.\l -
Il @

File Tools | Help Add
- hd ™  Note

File Teols Help

Workflow Type Wendor Approval

D escription Appraval process for adding or editing vendors
“findow Yendor Maintenance

kanagers

Marty Scharr

10
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Workflow Maintenance

Components of Workflow Pl e e T B -~ o x
Type H/ {54
+ Workflow Type I [E B O
+ Describes whattype of  “temin |
workflow T —
« |.E. Vendor Approval o
« Workflow Description
« Window
* GP Window that is used
 |.E. Vendor ’
Maintenance )
 Managers (

CAL Connect

Dynamics GP User Event

11



Workflow Maintenance

Managers

The workflow manager will be able to create O
and configure workflows of that type. :

Workflow managers must be defined for

the workflow type before you can activate a @Q |
workflow for the type. <CCH
@

Managers lookup button

Opens the Workflow User Selection window,
where you can select managers for the
workflow type

Workflow Manager
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Workflow Maintenance

Creating a Workflow

—

Choose your type

2. Choose your Manager
a) Use Lookup

b) Type in Name

c¢) Binoculars and Add

]]l

Tools

i

: > =

FJ 7 Fe =

Sawve Clear New File

Type Workflow - -
Actions Mew File

Purchazing

T Payables Batch Approval

| Payables Transaction Approval
| Purchase Order Approval

| Purchase Requisition Approval

| Purchasing Invoice Approval

| Receivings Transaction Approval
521 Vendor Approval

Workflow Type
D ezcription
Window

Managerz

Tools

Help Add
¥  Mote

Help

Papables Batch Approval
Approval process for Papables batches
Payables Batch Entpy

Cancel File

-

Actions File

Selection Type
Find

m Waorkflow User Selection - TWO (sa)

Il @
Tools  Help

Tools | Help

People and Groups

tarty Schorr [CALSZ0OME \martyz)

Selected Users
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Workflow Maintenance

Creating a Workflow (Cont. VRN = u —
9 (Conty P X w[D]= = | @1

Save lear Delete Copy New MNew File Tools | Help Add
. Workflow Workflow Workflow| Step i A ¥  Note
3. Cl ICk On NeW WO rkflOW Actions MNey File Tools Help
4. Name your workflow Puchasing /]
. " Payables Batch Approval m Workflow Hame Yendor Approval Workflow [ 1O Active
5 . C h O O Se yo u r S ettl n g S 2 Payables Transaction Approval Description Yendor Spproval Workflow
+ =| Purchase Order Approval workflow Type endor Approval
458 Purchase Requisition Approval — -
+-EF) Purchasing Invoice Approval Step Condition Assignment
I et Emd Hettcaien Marstenance - TH i - * +- 5 Receivings Transaction Approval Approve Vendor Adds and ... Always run Mark Saia
O X I &8 E -2 Vendor Approval
Ok Camcel | Fle Tosk Wy Add < -2 Vendor Approval Workflow
Motby rgrudon ory Mappge ot carbon copy b
pirees ¢ . v
] Pt = =
S i > Optionsz:
] Tack Complete ad =
B Rt i B Send notifications for completed actions | <
= ff; '_: o Allow approver to delegate tasks
7 Encalate e = Allaw ariginator to be an approver
B Ex [+ ]
] Fd Bppees ¥ ACTION COMPLE TIE o v Always require at least one approver
E [] Use altemate final approver
When a task iz owverdue:
(® Take no action
6 Save Ou r WO rkflOW (") Escalate to next approver
* y () Escalate bo:
() Automatically reject the overdue task
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Workflow Maintenance

Send notifications for completed actions Allow originator to be an approver

Mark to send notification messages to users when «  Mark to allow the person who originated the

the documents they've submitted have completed
actions in the workflow approval process.

- This option is available if you have marked he
Enable E-Mail for Workflow option in the Workflow
Setup  window.

Choose the expansion button to open the
Workflow Email Notification Maintenance window.
You can use this window to select which
completed action that the originator should be
notified about, the message to send for the
notification of the completed action, and the
carbon-copy (cc) recipients of the notification.

Allow approver to delegate tasks

«  Mark to allow an approver to delegate a task to
another approver in the workflow.

«  For example, assume that Frank is reviewing a
purchase order. If this option has been selected,
Frank will be able to delegate the purchase order
to another approver in the workflow.

workflow to approve the document.

Always require at least one approver

Mark if you want documents to be approved by at
least one person.

Alternate final approver

Enter the name of an alternate final approver if you
want a different escalation approver. The alternate
approver is assigned to the approval action under
the following conditions.

The Always Require at Least One Approver option
is marked and there are no approval steps whose
conditions are met.

The Always Require at Least One Approver option
is marked and the approver edits the document
and there are no following approval steps.

There are no approval steps following an overdue
step, depending on your escalation settings.

CAL Connect
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Workflow Maintenance

m Workflow Maintenance - TWO (sa) H X

1 " ¢ = 3 _
=D X & 2@ | @
i / = ! - u L.
Save [Clear Delete Copy New File Toeols | Help Add
Step Step Step h h ¥  Note

9. Click on New Step Actions Nej File | Tools Help J:
10. Name Your Step

11. Determine Step Order
12. Define Conditions

13. Define Assignments  fecenas s

14. Define Completion Policy '—E
15. Save Your Step

Creating a Workflow (Cont.)

Purchazing [

Order:

\7 Payables Batch Approval | Step Name | Approve Yendor Adds and Changes [
| Description &pprove Wendor &dds and Changes This step is a first step

| Step Type Approsal ~ Thiz step follows the zelected step:

:7 Payables Transaction Approval
.2 Purchase Order Approval
¥ Purchase Requisition Approval

1 Purchasing Invoice Approval

| Receivings Transaction Approval Bl

(®) Action iz always required for this step
() &ction iz required only when the following condition is met:

If the condition iz not met: | End the workflow path

Azzignment: Completion palicy:

Aszignto; | Mark Saia
Fan e P (® Only one responze needed
Time lirnit: 8 |Hours w

Apply Workfow Calendar

Reminder: 4 (O Al must approve

Send Message: | WF ASSIGN VEND aPPROVAL* p

Include Document Attachment docurments E

() Majarity must approve
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Workflow Maintenance

m Workflow Maintenance - TWO (sa) — O *

Creating a Workflow (Cont.) 4| =7 X I E OE [ > 2

Save Clear  Delete  Copy New New File Tools  Help Add

Workflow Workflow Workflow  Step - T  MNote
Actions MNew File Tools Help
= Purchazing e
H H H 57 Payables Batch Approval Workflow Name | Wendor Approval warkflow [.d
1 6 * Defl n e Co m p I et I o n POI I Cy '; Payables Transaction Approval Description Wendor pproval 'Workflow
- .E\' Purchase Order Approval Wworkflow Type Wendor Approval
. +-27 Purchase Requisition Approva

17. Save Your Step By Purchase Recuisifion Approval - |

718 Purchasing Invoice Approval Step Condition Assignment

+-E7) Receivings Transaction Approval Approve Vendor Adds and ... Always run Mark Saia

7 Vendor Approval
-|:_ Vendor Approval Workflow
) Approve Vendor Adds and CH

Optiots:
Send notifications for completed actions — |=#
Allow approver to delegate tasks

Allows ariginator bo be an approver
Always require at least one approver
[ Use altemnate final appraver

When a tazk iz overdue:
(® Take no action
() Escalate to next approver

(C) Escalate ta:

Wo rkfl OW sta r () Automatically reject the overdue task
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Vendor Workflow

Or

Edit Existing Vendor

Approver
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Payable Transaction Work Flow

(0]3
Edit Existing
Transaction

Approver 1

N

Transaction
over
$1,0007?

Yes

Approver 2

Complete

No

CAL Connect
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Purchase Order Work Flow

Or
Edit Existing Purchase
Order

VN

Accounting Yes
Dept.?

No

Yes

Accounting

Approver 1

A

Transaction
over
$1,000?

Yes

Approval Process

No

Alternate
Approver

20

Accounting

Approver 2

Complete
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Workflow Approvals

« Workflow can be approved in multiple ways:
* Via Email (GP AND Non-GP users!)
« On the GP Homepage (Tasks)
 Through Navigation Lists (Bulk!)

e On the individual window in GP (Batch,
Transaction, & Cards)

CAL Connect
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Workflow Delegation

- . T = -
OX ™ vl @ i
= ‘. - - -
0K  Cancel = Additional File Print | Tools = Help Add ,0, Tﬁ' E[ ,-e-l L] ]
- ~ 7 T  Mote - U |
Actions Additional File Tools Help OK  Additional = File = Tools = Help Open Add
- h h ¥  Note Note
Actions | Additional File Tools Help
Uszer ID: 23
Options
Delegate tasks for: tark 5aia [CALSZOME \msaia) P
] Horizontal Seroll Amovs
L Avtornatically delegate rmy work flow tazks
Default Report Destination
[ Printer [ Sereen Reminders Select a delegate: ®) For all workflow types () By work flows type
=i ey Dizplay \Workflow Tupe Delegate to: A9 Start Date End Date ==
® Tab () Retun All'workflow Types Marty S chor [CALSZ0ME \martys) 312007 ] 302my o~
Window Command Display |.-’-\l:tion Pane w |
AutoConplete
Default Sales Doz, Type: Invoice ~
Workflow Delegation v
Distributed Froceszes
(® Local () Remote
tapping: |Disp|ay mapping buttons and uge MapPoint on the Web -

User Preferences -> Workflow Delegations
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Workflow

Demonstration



