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Chapter 1. Global

The Kuali Community

Kuali

Kuali

It is important that you have a general understanding of how Rice is a part of alarger Kuali community
before you begin to use this as areference.

Foundation

The Kuai Foundation employs staff to coordinate partner efforts and to manage and protect the
Foundation's intellectual property. The Kuali Foundation manages a growing portfolio of enterprise
software applications for colleges and universities. A lightweight Foundation staff coordinates the
activities of Foundation members for critical software development and coordination activities such as
source code control, rel ease engineering, packaging, documentation, project management, softwaretesting
and quality assurance, conference planning, and educating and assisting members of the Kuali Partners
program.

Rice

Kuali Riceis a higher-education, community-source software project that is merely a spoke in the wheel
of the larger Kuali Community. The Kuali Community is the hub of a whedl of a growing number of
communities, each of which are made up of people and functions. Together they form a comprehensive
suite of open, modular and distributed administrative software systems that bring the proven functionality
of legacy applicationsto the ease and universality of online services. The Kuali Foundation servesthemall,
with specific responsibilities related to keeping the wheel in motion. Each individual community shares
asimilar organizationa structure and some modular functionality while its components are able to stand
alone to perform unique functions. While all are designed for seamless integration with each other, each
project is made up of modules that offer a variety of implementation combinations to suit any Carnegie-
classinstitution’s unique business needs.

Should you want to learn more detail about how the Rice community is organized, structured and operates
you should reference the Rice Charter which is available for review in the Foundation archives.

Licensing and Intellectual Property

Software License

Kuali Rice softwareislicensed under the Educational Community License, Version 2.0. Y ou may obtaina
copy of the License here. See the License for the specific language governing permissions and limitations.

If you have any questions about Kuali Intellectual property, please contact the Kuali Foundation at
licensing@kuali.org.

Contributors

TODO: Link to Third Party Licenses Page
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Documentation License

Thiswork islicensed under a Creative Commons Attribution-ShareAlike 2.5 License. To view a copy of
thislicense, visit http://creativecommons.org/licenses/ or send aletter to Creative Commons, 543 Howard
Street, 5th Floor, San Francisco, California, 94105, USA.

You are free:

* to copy, distribute, display, and perform the work

* to make derivative works

 to make commercial use of the work under the following conditions:

 Attribution: You must attribute the work in the manner specified by the Kuali Foundation, author
and licensor.

« For any reuse or distribution, you must make the licensing terms of this work clear to others.
« Any of these conditions can be waived if you get permission from the copyright holder.

Your fair use and other rights are in no way affected by the af orementioned conditions.

How to Use This Guide

The table of contents leads you to headings and subtopic headings that provide information ranging from
simple notes to a thorough review of what to do and why, with frequent examples. Sequential tasks are
numbered, notes and action results are indented, and user interface element references are formatted to
enhance readability. Mouse pointer icons and callouts are used frequently to show you what to click on
at each process step.

User Guide Structure

Each chapter is comprised sections that correspond to modules within Rice. In order to reduce the required
effort for documentation maintenance, the documentation is structured so asto not repeat the same material
across various chapters.

Likewise, the chapters are designed to cross-reference appendices such as the Data Element Dictionary,

Glossary of Terms, Report Catalog and Index, to reduce redundant information within the chapter bodies
and give you one common location for information lookup.

Typographic Conventions

This document adheres to specific documentation standards and style conventions to optimize readability.
The formatting of text used to name user interface elements is typically bold to enhance visual
comprehension and improve usability.

Versioning

If you have received a printed copy of this user guide, please note that as Riceisimproved and enhanced,
corresponding updated releases of the documentation are available online. To ensure you have the latest
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and most current user guide at any time, consult the links from the Documentation page on the Rice web
site and compare the versioning.

Electronic Navigation

Cross-references, indexes, and the el ectronic table of contents are provided wherever possible to allow for
efficient navigation to sections and subsections of instructional information (or external Web resources).
Each underlined topic functions as a hyperlink that causes a new section to appear.

Printed Documentation
User documentation made available for online viewing, download and printing may require the use

of Portable Document Format (PDF) reader software, such as Adobe Acrobat Reader. Refer to http://
www.adobe.com for complete instructions regarding downloading and installing this free software.

Note

A plug-in may be availableto allow you to view .pdf documentsin Web browsers as either .pdf or
HTML formats. Consult your Web browser's Help links to explore these viewing options. HTML
pages can be printed using your computer's default printer.

Common Features and Functions

Standard Buttons on Lookup Screens

Table1.1. Standard Rice Buttons

Feature Button Description
Action List Button - N N Displaysthe Action List screen
[ | action list ]
Add Button Use to add notes or attachments
add
Calendar Button rras This button displays a pop-up calendar from
which you can select aspecific date. Thedateyou
select is then automatically entered in the field
next to the Calendar button.
Cancel Button Returns you to the main menu screen
cancel
Clear Button Clears the content in all the fields on this screen
clear
Clear Save Searches Button Clears al saved searches. (If you give asearch a
clear saved searches name, you can save it permanently. This button
clearsall of those saved searches.)
Close Button Closes a pop-up screen and returns you to the
closa previous screen
Create New Button Displays a screen where you can create a new
Ccreate new document

Collapse All Button Collapses an expanded list (in other words, it
collapse all hides the detailed information below the main
items in a list); use the Expand All button to

display the entire list again.

Detailed Search Button

detailed search

Opens the Detailed Search screen. This lets you
do searches for documents using more specific
information.
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Feature Button Description

Doc Search Button Displays the Document Search screen
|°£] doc search |

Dropdown Arrow " Click the down-arrow on the right end of the box
[ v ] todisplay alist of options. Click an optioninthis

list to automatically put that item in the field.

Error Mark : Symbol displayed by Rice when it finds an error
on arequired screen or field

Expand All Button d | Expands a list (in other words, it shows the
expand al detailed information below each item in a list);
use the Collapse All button to hide the detailed

information again.

Field Lookup Button Some fields have a magnifying glass button so
9, you can search for information to put in that
field. Click the magnifying glassicon to go to the
L ookup screen whereyou can do asearch for that

field.

Help Button When you click a Help button, a small window
= appears with information about the field that was
next to the Help button.

Hide Button hid Hides the contents of a tab, so you only see the
* hide small tab itself; use the Show button to display
the contents again.

Inquiry Button Find the Inquiry button next to some dropdown

LJ lists. Click it to display more information about
theitemin the dropdown field. (Rice displaysthe
information in an Inquiry screen.)

Preferences Button Allows you to customize the appearance and

IJI"'E‘fEI"'E'I'I CES features of your screen
Search Button Begins a Search using the information you
search entered in the search fields
Show Button Shows the contents of a tab; use the Hide button
k sNOW to hide the contents again.
Submit Button Click this button to send this screen’s
subrmit information to Rice for processing

Superuser Search Button Click thisbutton to search and then use Superuser

Sl perus-er' SE.Er"El'l functions with the search results.

Useful Screens Are Where You Need Them

One of the beauties of Rice isthat it shows you just the screens and fields that are useful for your Rice
Role and the function you need. For example, if your Role in Rice lets you create new Rice documents,
then you can see a create new button on appropriate screens. If you click this button, you go directly to
the screen for creating new documents. People whose Role doesn't create new documents aren’t bothered
with this button on their screens.

Screens with information or functions that can be used in many places in Rice are very conveniently
linked to those places, so useful screensare always at your fingertips. For example, screensthat use Person
information display a link to the Person Lookup screen. This lets you search for the exact Person you
need and enter that Person’s information automatically on those screens. (In Rice, a Person is a set of
information about area person or something that stands for real people, like ajob title.)

Not only will you find links to a useful screen like Person Lookup on many other screens, but what you
see on that useful screen may depend on how you get to it. For example, if you go to the Person Lookup
screen from an Administration menu and search for a Person, the search results list has Actionsin the | eft
column, and the link for each Person in the Actions column takes you to the edit screen for that Person.

Ontheother hand, if you go to aPerson Lookup screen from other locations, the left column of your search
results list has areturn value link. You can click this link on the row for the Person you need to close the
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Person Lookup screen and automatically enter the information for that Person on the original screen (the
screen where you clicked the magnifying glassicon).

Common Functions

Entering Search Information

 Dates should be entered as mm/dd/yyyy.

» Wildcardsin searches: Y ou may usetheasterisk (*) and the percent symbol (%) aswildcardsin searches.
If you need more information about using wildcards in searches, do a search in your favorite Internet
search engine to find one of many explanations of wildcards.

» Range operators alowed on numbers and dates in searches. >, <, >=, <=, or *..". All operators except
*.." should be before a date. Use operators to separate dates. If you need more information about using

range operators in searches, do a search in your favorite Internet search engine to find one of many
explanations of range operators in searches.

Search Results

e Each columninyour list of search results has alink on the header (the title of the column) for sorting.
Click the column title once to sort the search results list in ascending order by that column and click
again to sort it in descending order.

» Some fields have links to the Inquiry screen for that field. If you click the link, the inquiry appearsin
anew window with information about that field.

* Click the return value link on arow to enter information from that row in your previous page. Select

return with no value or click the cancel button if you wish to go back to your previous page without
entering anything from your search list.

Maintenance Links
» The create new link in the upper left corner of the lookup screen displays a maintenance screen where
you can create anew record for thislookup type. For example, the create new button on a Person Lookup
screen takes you to the screen to create a new Person in Rice.
» Oneach row in your search resultslist, the Actions column displays edit and copy links:

* Theedit link takes you to a maintenance screen for editing that record.

» The copy link takes you to a new document screen with information from that item already entered
in the fields for the new document.

Exporting Your Data

Below the list of search results, there are links for exporting the search results list to a different format.
Click:

» CSV to export the data as a comma-delimited file

» Spreadsheet to export the data as a spreadsheet
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e Xml to export the data as xml

Lookup Wildcards

Rice allows you to use wildcards in the Lookup process. The available wildcards and their functions:

Table 1.2. Lookup Wildcards

Operator Name Compatible Data Types Precedence Notes

| Or All Always

&& And All Always

! Not Equal to String 1 If used repeatedly, eg. !

1031490!1031491, an &&
is assumed, leading to !
1031490& & 1031491

2% Like String 7 ? will match any one
character and * will match
any number of characters.
These will still be used if !
has been used, but not if any
of the range criteria below
have been used.

> Greater Than String, Number, Date 3

< Less Than String, Number, Date 4

>= Greater Than or Equal To | String, Number, Date 5

<= Less Than or Equal To String, Number, Date 6

Greater Than or Equal to and | String, Number, Date 2

Less Than or Equal to

Examples of how some of the wildcards operate:

Table 1.3. Account Number (String) Example of Wildcard Use

Wildcard Action
>=1031490 Accounts with an account number greater than or equal to 1031490
>1031490& & <1111500 Accounts with an account number greater than 1031490 and less than

1111500

>=1031490& & <=1111500

Accounts with an account number greater or equal to 1031490 and less
than or equal to 1111500

1031490..1111500

Accounts with an account number greater than or equal to 1031490 and
less than or equal to 1111500

103*

Accounts with an account number starting with 103

103?490

Accounts with an account number 1031490, 1032490, 1033490... The ?
will match any one character with 103 before it and 490 after it

1031490..1111500& & 1123400

Accountswith anaccount number greater than or equal to 1031490 and less
than or equal to 1111500 and accounts with account number like 1123400

103149*|105167*

Accounts with an account number that starts with 103149 or 105167

103149|105167

Accounts with an account number that starts with 103149 or 105167

*1111*

Accounts with an account number with 1111 somewherein it

11031490& & 11031491

Accounts except those with account numbers 1031490 and 1031491

11031490!1031491

Accounts except those with account numbers 1031490 and 1031491

Table 1.4. Proposal Number (String) Example of Wildcard Use

Wildcard

Action

>1031490& & <1111500

Proposals with a proposal number between 1031490 and 111500
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Wildcard | Action

103* | Will not parse as a number, so it will not be included in criteria

Table 1.5. Create Date (Date) Example of Wildcard Use

Wildcard Action

10/07/1976..10/07/1983 Accounts with a create date greater than or equal to 10/07/1976 and less
than or equal to 10/07/1983

10* Will not parse as a date, so will not beincluded in criteria

Result Set Limits

Some lookups for certain business entities in Rice return different numbers of results than the system
default; as a result, system administrators may need to be able to limit this set of returned results on an
entity-by-entity basis.

Frequently Used Tabs

Tomakeit easier to do your work, Rice often provides accessto the sameinformation from several screens.
Some of the most frequently used are described here:

Ad Hoc Recipients Tab

The Ad Hoc Recipientstab allowsyou to interrupt the normal workflow routing of adocument and include
other individuals or groups in its routing path. Ad Hoc Routing does not replace the normal workflow
routing of the document; it adds people or groups to the normal routing.

The Ad Hoc Recipients tab has two sections: Person Requests and Ad Hoc Group Requests. Use one or
both of the sections to route the document to an additional person, group, or both.

Figurel.1. Ad Hoc Recipients Tab

' Ad Hoc Recipients = n.a«;]

Person Requests:

* Action Requested * Person Actions
[apPrOVE - 3 add
Ad Hoc Group Requests:
* Action Requested Namespace Code Name Actions
| aPPROVE -| [ A add

Figure 1.2. Ad Hoc Recipients Tab: Person Requests

|Person Requests:
* Action Requested * Person Actions

[apPrOVE - add

Table 1.6. Ad Hoc Recipients: Person Requests attributes

Field

Action Requested Required field. Select the desired action from the Action Requested list.
The choices are APPROVE, ACKNOWLEDGE, and FY|.

Person Required when you want to route the document to an individual. Enter a
user ID or select it using the UserI D lookup button.
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When you click the Add button, Rice adds this person to the routing path for this document.

Figure 1.3. Ad Hoc Recipients Tab: Group Requests Section

|M Hoc Group Requests:
| * Action Requested Namespace Code Name Actions
| | APPROVE - [ @ add

Follow the same guidelines as the Person Requests Section of the Ad Hoc Recipients Tab, using a group
instead of a person.

Table 1.7. Ad Hoc Recipients. Group Requests attributes

Field | Description

Namespace Code | Optional field. The Rice code for the Namespace being acted upon.

Document Overview Tab

The Document Overview tab contains the short description for a document and two other optional fields.
Thistab is used for many documents.

Figure 1.4. Document Overview Tab

" Document Overview  hide \

* Description: |
" Explanation;
Ora, Doc, #;
Table 1.8. Document Overview Tab: Attributes
Field Description
Description Required field. Enter the short description for the document. The

description appears in Inquiry screens, standard reports, Action Lists, and
Document Searches as the primary identification for a document.

Org Doc # Optional field. Enter the Org Doc # assigned by your institution. This
number may provide departmental or organizational information for the
document. This number is not the same as the Document Number, which
isassigned by Rice.

Explanation Optional field. Enter a more detailed explanation than the information
supplied in the description field.

Note and Attachments Tab
The Notesand Attachmentstab hasfieldsfor user notes, attachments, and system-generated remarks about

the document. The number of notes and/or attachments for the current document is displayed on the tab,
in parentheses next to the tab title.

Figure 1.5. Notes and Attachments Tab

f MNotes and Attachments (0) w hide ..‘\
Notes and Attachments
| Posted Timestamp Author * Note Text Attached File Actions

add: [ Browse_ | a3
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Table 1.9. Notes and Attachments Tab: Attributes

Field

Description

Posted Timestamp

Display-only field. The time and date when the attachment or note was
posted

Author Display-only field. The full name of the user who added the notes or
attachments

Note Text Required field. Enter comments about the document.

Attached File Optional field. Select the file to attach by clicking Browse and using
Window's standard Choose File dialog box. Click CANCEL if you want
to clear the file name that you select.

Actions You have only one Action available if you are going to add a note or

Route Log Tab

attachment, which is to Add it. Click the add button to add the note or
attachment.

The Route Log tab displays details of the workflow status.

Figure 1.6. RouteLog Tab

\

Route Log w hide
Route Log refresh
ID: 3059 = B
Title
Type Person ment Created 12:47 PM 07/09/2009
Initiator min, admin Last Modified 12:47 PM 07/09/2009
Status INITIATED Last Approved
Node(s) PreRoute Finalized
g Future Action Requests « hide
Action Requested Of Time/Date Annotation
Figure 1.7. Route Log Tab: 1D Section
" ID: 2994 =
Title
Type n ment Created 07:45 AM 08/13/2009
Initiator min min Last Modified 07:45 AM 08/13/2009
Status INITIATED Last Approved
Node(s) PreRoute Finalized

Table 1.10. Route Log Tab: ID Section Attributes

Field

Description

Title

A combination of the Document Type, Description, and the Organization
Document Number

Type

Type of transaction. The full name of the transaction, used to identify this
Document Type in Workflow

Initiator

The User ID of the person who created the document

Status

Workflow document status

Node(s)

The steps that a document takes through the different levels of routing are
also referred to as Route Nodes. This field shows the current Route Node
of the document.
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Field Description

Created Time and date that the document was created

Last Modified Time and date that the document was last modified

Last Approved Time and date that the last action was taken on this document

Finalized Time and date that the document reaches Final, Canceled, or Disapproved
status

Figure 1.8. Route Log Tab: Future Action Requests Section

Future Action Requests - hide

Action Requested Of Time/Date Annotation

Once a document is Saved or ENROUTE, this section shows the action requests that Workflow will
generate in the future, based on the information currently on the document.

Future requests appear in the order in which they are to occur.

Reporting an Issue with Kuali Rice

Anissueisaproblem or error that you see in Kuali Rice. When you report an issue, you help usimprove
Rice and make it work better for everyone.

Thank you for taking the time to report this issuel

Step 1: Search for a Similar Issue

Kuali Rice keegps an online list of issues (bugs and suggested improvements and new features) using an
issue tracking application called Jira. Your first step isto find out if the issue you have has aready been
reported by someone.

1. Go to the Jira Issue Navigator page to search through the issues that have aready been reported for
Kuali Rice, looking for an issue like yours: https.//jira.kuali.org.

2. Find the Text Search section at the top of the of the Issue Navigator page.

10
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Figure 1.9. Jira Search: Query options

fuut!allun
Dashboards: ~ Projects ~ QEENES -r

Issue Navigator

4 . L
Summary Edit  New Manage Displaying issu
Switch to advanced searching T Key
You are currently using a new, > KULRICE-1
unsaved search. Save it as a A KULRICE2
filter
KULRICE-2
( search
@ KULRICE-2
Cluery
@ KULRICE-2
| [@ KULRICE-2
M Summary M Description
[ Comments ] Environment [A] KULRICE-2
E’l KULRICE-2

Proisrdt

3. Inthe Query field of the Text Search section, enter some text that describesyour issue. Try to use words
that other people would also use to describe thisissue.

4. After you enter sometext in the Query field, press the Enter key to begin the search.
5. Inamoment or two, Issue Navigator displaysall the existing issues that contain your Query text. These
are displayed in the main body of the page. Look through these to see if there is one that is similar

to your issue.

6. If you don’t find an issue similar to the one you want to report, try searching with different text in the
query field.

11



Global

7. If you do find an issue that is similar to the new one that you want to report, don’'t enter a new
issue. Simply add a comment to that existing issue that describes any differencesin your issue or adds
information about the issue.

8. After trying afew searches, if you don't find anissue that is similar to the one you want to report, please
proceed with the instructions below.

Step 2: Create an Issue in JIRA

If youdidn’t find asimilar issue onthelssue Navigator page, then please createanew issuein JIRA. (If you
are adeveloper, you also determined that thisis an issue with Kuali Rice and not with your application.)

1. Goto Kuali JRA (https.//jira.kuali.org/secure/Createl ssuel default.jspa).

2. Inthe Project field, select Kuali Rice Development from the dropdown list.
3. Select the appropriate I ssue Type from the dropdown list:
* For bugs, select Bug Fix.

e For enhancements, select either Improvement or, for something that's not yet developed: New
Feature, as appropriate.

* DO NOT select Task.

4, Click the Next>> button.

Figure 1.10. Create New Jira: Initial Screen

F kuali

fOUﬁdEItIOI"lm

woww kualiorg

HOME  BROWSE PROJECT  FIND ISSUES  CREATE NEW ISSUE

Create Issue

Step 1 of 2: Choose the project and issue type...

* project: | KRICE Developrment |

Trssue Type: fTask ]

B Bug Fix
[#] Improvement
New Feature

Powered by af Task

Mexts=> I Cancel

pen source license for Kuali Project,

Atlassian JIRA the Professional [ssue Tracker. (Professional Edition, Wersion: 3.12.3-#302

Step 3: Fill Out Required Fields

Note

JRA only displaysfieldsthat are appropriate to the | ssue Type that you selected on the previous
page. Y ou may not see all of the fields listed below, and the fields you see may be in a different
order. Complete the fields from this list that you do see.
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Only enter information in these fields:

Summary: Enter a short, descriptive title for thisissue.
Application Requirement: Select the application for which thisissue is a requirement.

Description: Describe theissuein full. Provide enough information that the person who triesto fix this
issue can find it easily and understand the bug or the improvement or feature you are suggesting.

Priority: Select the correct priority:

» Blocker: Blocks development and/or testing work, production cannot run.

 Critical: Crashes, loss of data, severe memory leak.

* Major: Magjor loss of function.

e Minor: Minor loss of function or other problem where an easy workaround is available.

e Trivial: Cosmetic problem like misspelled words or misaligned text.

Affects Version/s: If thisisabug, select the version(s) of Ricein which it appears.

Environment: Enter specific information about the operating system, software platform, and/or
hardware as appropriate for this issue. Ignore all other fields. Do not change them. Other people use
those fields. This screen print is from the Bug Fix screen. The screens for Improvement and for New

Feature are slightly different. The fields in which you need to enter information are highlighted in this
screen print.

Ignoreall other fields. Do not change them. Other people use those fields.

Thisscreen printisfrom the Bug Fix screen. The screensfor Improvement and for New Feature are slightly
different. The fieldsin which you need to enter information are highlighted in this screen print.

13
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Figure 1.11. Create New Jira: Detail Section

| Zuali

fou

allon

TR - - D

Create Issue

Project Kuali Rice Development

Issue Type [e] Bug Fix

Summary *| |
Compeonent/s *| -
Start typing to get a list of possible matches or press down to select.
Security Level | Public w @

Rice Module |None i
Rice Core m
KSB
KNS
KRAD v

A select list of the Rice modules.

Application |None
Requirement |KES
KRA
KS
KRICE

Description

2®

Start Date E|
Approximate Start Date

Priority *[ Major BRE

Affects Version/s -

Start typing to get a list of pessible matches or press down to select.

Environment

For example operating system, software platform and/or hardware specifications (include as appropriate for th

Cancel
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Step 4. Save the Jiraissue

After entering the information about the your issue, click the Create button at the bottom of the page. This
createsyour issuein JRA.
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Chapter 2. High-Level Features Guide

This document is planned as a high level overview of what the various modules of Rice have to offer.
For a more in depth view please refer to the User’s Guide or Technical Guide that we aso provide. If
you don’'t already have a Rice environment to use, please visit this site to download the latest version of
Rice for yourself.

Nervous System (KNS)

The Kuali Nervous System (KNS) is a software development framework aimed at allowing devel opersto
quickly build web-based business applicationsin an efficient and agile fashion. KNSisan abstracted layer
of "glue" code that provides developers easy integration with the other Rice components. In this scope,
KNS provides features to developers for dynamically generating user interfaces that allow end users to
search, view details about records, interact electronically with business processes, and much more. KNS
adds visual, functional, and architectural consistency to any system that is built with it, helping to ensure
easier and more efficient maintainability of your software.

Service Bus (KSB)

Kuali Service Bus (KSB) is a simple service bus geared towards easy service integration in a SOA
architecture. Inaworld of difficult to use service bus products K SB focuses on ease of use and integration.

Workflow (KEW)

Kuali Enterprise Workflow providesacommon routing and approval enginethat facilitates the automation
of electronic processes across the enterprise. The workflow product was built by and for higher education,
so it is particularly well suited to route mediated transactions across departmental boundaries. Workflow
facilitates distribution of processes out into the organizations to eliminate paper processes and shadow
feeder systems. In addition to facilitating routing and approval workflow can also automate process-
to-process related flows. Each process instance is assigned a unique identifier that is global across the
organization. Workflow keeps a permanent record of al processes and their participants for auditing
purposes.

Important Features of KEW

» Flexiable Routing
* Nodes
¢ By Document
» Actions
» Delegation

» Action List - regardless of what application is using KEW, asingle action list is used as a single point
for auser to get access to any documents requiring their attention.

* Filters and Preferences - users level tools are provided to allow a user to quickly filter their action list
or to setup presentation preferences for setting up a personalized feel to their list.
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» eDocL.ite - eDoclLite is a framework for developing and getting form based electronic documents,
backed by a flexible workflow, out to usersin arapid fashion

Important Features of PeopleFlow

PeopleFlow isanew featurein Rice 2.0, that enables simple routing of actions and notifications based on
business rules. PeopleFlow can be integrated with enterprise-wide workflow management in KEW, or can
be used without KEW, with the Kuali Rules Management System (KRMS) enginethat isalso new in Rice
2.0. This offers alight-weight way to manage business rules and routing across applications.

Notification (KEN)

Kuali Enterprise Notification (KEN) actsasabroker for al university business related communications by
allowing end-users and other systems to push informative messages to the campus community in a secure
and consistent manner. All notifications are processed asynchronously and are delivered to a single list
where other messages such as workflow related items (KEW action items) aso reside. In addition, end-
users can configure their profile to have certain types of messages delivered to other end points such as
email, mobile phones, etc.

Important Features of KEN

» Channels - A channel is a stream used to organize notifications by topic or audience. These channels
can be self-subscribed to by the user or pushed out automatically to users.

 Priority - each notification is given a priority of importance to determine how the notification is
presented.

ldentity Management (KIM)

Kuali Enterprise Notification (KEN) actsasabroker for al university businessrelated communications by
allowing end-users and other systems to push informative messages to the campus community in asecure
and consistent manner. All notifications are processed asynchronously and are delivered to a single list
where other messages such as workflow related items (KEW action items) also reside. In addition, end-
users can configure their profile to have certain types of messages delivered to other end points such as
email, mobile phones, etc.

Rules Management System (KRMS)

Kuali Rule Management System (KRMS) isacommon rules engine for defining decision logic, commonly
refereed to as business rules. KRMS facilities the creation and maintenance of rules outside of an
application for rapid update and flexible implementation that can be shared across applications.

Important Features of KRMS

* Includes arepository for storing business rulesin a database, accessible remotely viaweb services
» Provides user interface that sits on top of the rule repository and allows for authoring of business rules

Ul contains numerous plug points and ability to allow for custom attributes and data elements to be
collected during rule authoring (i.e. associating organizational codes with business rules, etc.)
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» An execution engine which can be embedded inside of the client application but which loads rules for
execution from the remote rule repository

» The ability to plug in other sources for business rulesinto the KRM S execution model
» Thebusiness rule model supports the following concepts

« Business Rule - decision logic that is used by an operational system, consists of a "condition" and
an "action"

< Condition - made of multiple propositions that evaluate to true or false, combined using Boolean
algebra (such as AND, OR, NOT)

» Proposition - a function that evaluates to true or false, potentially made up of term evaluations or
custom functions

« Term - defines apiece of business datathat can be used in the construction of proposition (i.e. student
GPA, account number, salary, etc.)

< Action - isexecuted when arule evaluates to true, can contain any arbitrary logic which (i.e. route an
approval request, raise a validation message, send a notification, etc.)

¢ Agenda- an execution plan for aset of rules

« Context - contains multiple agendas and business rules, typicaly tied to some logical module or
component of an application (i.e. a context containing agendas and business rules or Proposal
Development in Kuali Coeus)

» The execution engine is invoked by passing context and agenda selection criteria (which it will use to
go to the remote rule repository and load the appropriate rules) as well as a set of "facts"

« afactisavauefor aninstance of aterm (i.e. "student id" might be the term but "student id = 123456"
isafact)

 Ingeneral, the mgjority of KRMSis pluggable aswell, there are features built in for what we are calling
"term resolution” where certain terms can be derived based on vaues for other terms/facts that are
supplied to the rule execution engine.

 Has built-in integration with KEW at the moment for doing routing rules these integrations though are
built in using the standard "Action" capability that KRMS provides, so you can redly integrate it with
anything through the use of custom actions

Rapid Application Development (KRAD)

New for Rice 2.0, Kuai Rapid Application Development (KRAD) is a framework that eases the
development of enterprise web applications by providing reusable solutions and tooling that enables
developersto build in arapid and agile fashion. KRAD is a complete framework for web developers that
provides infrastructure in al the major areas of an application (client, business, and data), and integrates
with other modules of the Rice middleware project. In future releases, KNS will be absorbed into and
replaced by KRAD.

Important Features of KRAD

» User Interface Framework (UIF) components

 Built upon arich JQuery library of standards that, among other items, includes
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 Light-boxes
* Messages and Notifications
» Progressive Dsiclosure
 Client Side Validation
» TableTools
* Themes
» AJAX Enabled Fields
« More Ul Flexibility
* Nolonger limited to the "vertical" tab layouts of KNS
 Improved Configuration and Tooling
Inquiries
Lookups
Maintenance Documents
Transactional
Web MVC
Rules
Data Dictionary Enhancements
e Min, Max, Valid Characters
 Conditional Constraints
» Custom Constraints
¢ Lookup Constraints
Business objects

Improved Accessibility of Rice and its components
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Channels

Notification Channel

A natification channel is a communication stream used as a means to organize notifications by topic or
audience. Users and groups can subscribe to a channel to receive the notifications that interest them.

You can think of a notification channel as being like a television channel. Producers put messages on a
channel, like producersat tel evision stations air programs. Subscribersreceive the messages, liketelevision
viewers watch the programs. Unlike a television program, a message sent on a channel will wait for you
to read it; you do not need to be actively reading the channel to avoid missing a message.

Each channel has the following attributes:

* ID — This numeric value is used in various tables to identify the channel. Each channel must have a
unigue 1D, but there is no requirement for the IDs to be consecutive or to start with a particular value.

» Name - This s the text displayed to the user in the user interface. Each channel must have a unique
name.

» Description — Thisistext which further describes the channel.

e Subscription Flag — This flag identifies whether users can adjust their subscription status on the
channel. If “Yes’, users can see the channel in the “Channel Subscriptions’ form and change their
subscription status. If “No”, auser’ s subscription to the channel ismanaged by other means (for example,
group membership).

» Producers—Thisisalist of users who are authorized to send notifications on the channel.

» Default Recipient List — Thisis alist of users and groups who will receive notifications sent to the
channel, regardless of channel subscriptions or notification-specific recipients.

» Reviewers—Thisisalist of users who are responsible for approving notifications sent to the channel.

Managing Channels

Thereis no user interface page to manage channels at thistime.

Notification Channel Subscriptions

Subscribing to a notification channel causes all notifications sent on the channel to be delivered to the
subscriber, regardless of the list of users or groups specified as recipients of the notification.

Subscriptions are divided into two categories:
e Subscribers— Users can subscribe to any channel where the Subscription Flagissetto“Yes'.

» Default Recipients— Each channel has alist of users and groups that receive all channel notifications.
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Managing Subscribers

Users can manage their subscriptions to channels where the Subscription Flag is Y es using the Channel
Subscriptions form. On the Main Menu, click the Channel Subscriptionslink in the Notification box:

Figure 3.1. Notification Channel: Channel Subscriptions

p= - Provide Feedback
Uil
rices m Rice Sample App :: 2.0.0-rc2-SNAPSHOT :: #346 :: 2012-01-24 03:03 UTC (OracleSi)

Administration  KRAD

(7] action list ] ujoocsearm] Logged in User: admin B | Login | Logou
Sample Travel Application Workflow Notification

+ Travel Account + User Preferences flo o b

+ Travel Fiscal Officer + Quicklinks

+ Travel Account Type * Routing Report e

+ Travel Account Use Rate + Routing Rules

+ Routing Rules Delegation

+ Routing and Identity Management Document Type Hierarchy
+ eDoc Lite

+ People Flow

| KRMS Rules

Maintenance Docs
Thisdisplaysthelist of channels that allow the user to manage their subscriptions:

Figure 3.2. Chanel Subscriptions. Manage

|Fuali

RICE

[_'1 action list ] [C%:I doc search] Logged in User: admin

Provide Feedback

Administration

Channel Subscriptions

Channel Name
Concerts Coming to Campus Subscribe
Kuali Rice Channel Unsubscribe

Library Events Channel Subscribe

Copyright 2005-2009 The Kuali Foundation. All rights reserved.
Portions of Kuali are copyrighted by other parties as described in the Acknowledgments screen.

Click the Subscribe button for achannel to subscribeto achannel for which you are not already subscribed.
Click the Unsubscribe button to cancel your subscription to the channel.

Notification Priority

The priority of a notification indicates its importance. It has no effect on how KEN processes the
notification, but KEN can use it when delivering a message to determine how to present the notification.

Each priority has these attributes:
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ID — This numeric value defines the order that KEN displays the priorities in the user interface. The
lowest ID isdisplayed at the top of the selection field and is the default value. The remaining priorities
are listed in the selection field in ascending ID order. Each priority must have aunique ID, but thereis
no requirement for the IDs to be consecutive or to start with a particular value.

Name-—Thisisthetext displayed to the user in the user interface. Each priority must have aunique name.
Description — This text further describes the priority.

Order — Thisnumeric value determinestherel ativeimportance of the priority, with lower order numbers
indicating a higher importance. Although not required, each priority should have a unique order value.
There is no requirement for the order values to be consecutive or to start with a particular value.

Version — This numeric value lets you perform optimistic locking on the database row. It isinitialized
to one when the row is created and should be incremented each time the row is updated.

By default, three priorities are defined in KEN:

Table 3.1. Notification: Priority Attributes

1D Name Description Order
1 Normal Normal priority 2
2 Low A low priority 3
3 High A high priority 1

Managing Priorities

There is no user interface page to manage priorities, so changes to the list of priorities must be made by
aprogrammer using SQL. See the KEN section of the Technical Reference Guide for further information
on thistopic.
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Kuali Enterprise Workflow: Overview

What

Kuali Enterprise Workflow, or KEW, is a module of Kuali Rice. KEW provides useful features for
automatically sending documents to people for approval or action using workflows, managing the
documentsyou receive through these workflows, searching for documents, and checking information about
documents that have been in a workflow. KEW is built by and for higher education institutions and is
especialy designed for automatically routing work across departmental boundaries.

Using KEW you can:

» Automatically send (route) documents to individuals, groups, or roles (people who do a particular
function) using workflows

 Create rulesto automatically route documents based on the content of the document

» Change routing rules, and the documents affected by your changes are rerouted immediately

* Attach notes and other files to documents in workflows

 Build forms easily and use them in workflows

* Search for documents based on workflow information and some content in the document

» Check the history of documents and the people who took part in the workflow for each document

» Delegate items in aworkflow to another person ¢ Create and update groups for workflows

» Customize the email messages that are sent when someone needs to take an action for a workflow

» Choose whether or not you receive an email message when you have anew action item from aworkflow
* Integrate KEW with the Kuali Service Bus (KSB) for routing documents

Y our institution may use some or all of these KEW features. Y our institution may also use some of these
KEW features and combine them with other non-Kuali applications, such as an application that manages
users and/or groups, or an application that manages notes or attachments.

Information Sour ces: http://kew.kuali.org/
IS KEW?

Kuali Enterprise Workflow providesacommon routing and approval enginethat facilitates the automation
of electronic processes across the enterprise. The workflow product was built by and for higher education,
so it is particularly well suited to route mediated transactions across departmental boundaries. Workflow
facilitates distribution of processes out into the organizations to eliminate paper processes and shadow
feeder systems. In addition to facilitating routing and approval, workflow can also automate process
to process related flows. Each process instance is assigned a unique identifier that is global across the
organization. Workflow keeps a permanent record of all processes and their participants.

KEW Features

» Flexible Workflow Engine - Support for sequential, parallel and dynamic routing paths. Extensible
architecture allows for easy customization.
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Content-Based Routing - Routing decisions can be made based on XML document content. X Path and
other XML tools can be used to determine routing without writing code.

Pluggable Components - Components can be deployed to the system at runtime using Plugins. Hot
deployabl e class|oading space providesarobust enterprise ready deployment environment for workflow
code.

Peoplein the Routing Process - Documents can be routed to individuals, groups or roles.

Action List - Displays a list of each user's pending items which require his’her attention, such as
documents which are awaiting approval. Users can configure whether they receive emails when the
document enterstheir Action List.

Document Sear ch and Route L og - Allows usersto search for documents and see an audit trail of what
has happened to the document during its life cycle.

Document Sear ch Customization - Document based content can be associated with workflow dataand
searched on using our Document Search screens. Have asingle placefor al of your workflow document
searches.

EDocL ite- EDocL ite allows quick document building and integration with workflow using only XML.

Rules System - Provides a mechanism for defining business rules which govern how a document
routes. Rule screens give functional users ability to maintain the business rules for their applications.
Documents affected by rule changes are re-routed real time.

Notes and Attachments - Notes and Attachments can be attached to documents using KEW's notes
and attachments services out of the box. Institution based attachment and note services can be used by
overriding our default services.

Person Services - Maintains users of the system. Y ou can use the Out-of-the-Box service or override
with your institution's user services.

Group Services - Maintains groups of users. Y ou can use the Out-of-the-Box service or override with
your institution's group services.

Transactions - All transactions and documents route in a JTA transaction.

Web Service API - All system functions are available through Web Service APIs.

Security - Web service calls can be authorized using digital signatures.

Scalability - Can be clustered and run on multiple machines to allow for horizontal scalability.

Embeddable Engine - Workflow engine can be embedded in an application as well as ran as a
standal one service.

Embeddable Web Application - Web portion can be embedded in an application as a Struts module.
Runthe Action List, Document Search, Route L og, Rules System and more from within your application
with minimal effort.

Service Bus Integration - Integration with the Kuali Service Bus (KSB). Override any service from
within workflow by having workflow grab the service from the bus or use workflow's pluggable
components to deploy bus enabled services.

JM X Support - A set of management functions are exposed through IMX.

Spring Based Integration - KEW is designed with Spring based integration in mind.
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Why Use KEW?

» Provides a single action list for the constituents of the organization to see work that requires their
attention

 Establishes a configurable way for service providers to define their processes, allowing them to alter
those processes over time to reflect organizational change

» Promotestransparency of processesto theinstitution so that people can seamlessly seethe status, actors,
and the history of any institutional process which leverages KEW as its workflow engine

PeopleFlow - a new KEW feature

PeopleFlow is our Kuali Rice instantiation of the "maps" concept included in the original Coeus. For all
intents and purposesit'sa prioritized list of people to send requests to. Essentially, it's like amini people-
based workflow that doesn't require you to specify a KEW node in the document type for each individual
who might need to approve or be notified. Y ou can define "Stops' in a PeopleFlow, where everything in
the same stop proceedsin parallel, but all must be done within the stop before proceeding to the next stop.

You can cal/execute a PeopleFlow from within a KEW workflow node directly, or you can invoke
the Kuali Rules Managment System (KRMS) engine from an application and any PeopleFlows that get
selected during rule execution, defined in a KRMS agenda, will be called. In this way, you can integrate
business rules across applications and workflows.

The same PeopleFlow that defines arouting order among a set of persons, groups or roles can be called by
KRMS rules, with the KRM S rul es defining which type of request to passto the PeopleFl ow (for example,
an "approval" routing action or a "notification").

KRMSisaso anew featurein Rice 2.0. See the KRMS Users Guide for more information on KRMS.

Creating a new PeopleFlow

Y ou can define a PeopleFlow (simple workflow) viaamaintenance document. In the Kuali Rice portal on
the main tab there is a Workflow category, and PeopleFlow isin that category. Select it:

Figure 4.1. PeopleFlow selection on the Main tab in the Kuali Portal

Workflow

User Preferences

Quicklinks

Routing Report

Routing Rules

Routing Rules Delegation

Routing and Identity Management Document Type Hierarchy
eDoc Lite

People Flow
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Y ou can search for a PeopleFlow to copy from and modify (be sure to give it a new unique name) or can
create a new one (see the top right of the lookup screen).

Figure 4.2. PeopleFlow L ookup

| F‘ I- Provide Feedback
Uiaill

rces Ri N administration KRAD F05 11:24 EST (OracleSi)

B | Looin | Logout

=] action list || (2] doc search | Logged in User: admin

Home » People Flow Lookup

People Flow Lookup

Create New
Id:
MNamespace Code: | -
Name: @
Type: | s

Active: (*) Yes( | No | Both

([ search | clearwvalues [ cancel |
\ I I J

' A AN

Copyright 2005-2009 The Kuall Foundation. All rights reserved.
Partions of Kuali are copyrighted by other parties as described in the Acknowledgments screen.

Below isaview of the user interface to create a new PeopleFlow:
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Figure 4.3. PeopleFlow - Create New

rices = SeSS—— DAL Rice Sample App :: 2.0.0-b4 z: #11 :: 2011-12-21 14:23 EST (Oracledi)

UETLE LT Administration | KRAD |
Lagged in User: adw Login: Logout

Document Status: INITIATED

Home = Paople Flow

Document Number: 3017
Initiator Network Id: admin  Creation Timestamp: 09:09 PM 1272372011

[Cexnandail] [calianse all]

* indicates required field
*Documeant Overview

* Description: | ]

[+] ization D it Number:

Explanation:

Namespace Codes (1)
. Name: [ | * Description:
@ Vi

o — Active: 4

- PeopleFlow Members

‘

ssiop: [T |
* Member Type Coda:
*Member: [ &

* Notes and Attachments (0)

¢ Ad Hoc Recipients

“‘I

¢ Route Log

(_ submit | ( save | [ blanket approve | [ «close | cancel

The view below shows that some sections are collapsed, and also shows additional attributes that are
required based on the user's selection of a type. This is an example of the Kuali Rapid Application
Development (KRAD) framework's support of progressive disclosure, only showing these additional type
attribute fields if/when they are required:
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Figure 4.4. PeopleFlow - Create New (with additional type attributes)

Home » People Flow Maintenance

People Flow mlm '~ Document Number: 3018 Document Status: INITIATED
Initiator Network Id: admin Creation Timestamp: 09:23 PM 12/23/2011

[ expand all ] [callapse all ]

* indicates required field

» Document Overview

¥ PeopleFlow Summary
Namespace | Kuali Rules Test 3| This is just an example
Code: *
Description:
| Example PeopleFlow 1
* Name: P
* Type: | KR-SAP - Sample Type + | Active:

Travel Account Number: l:l Iigl
Travel Fiscal Officer Id: l:l Egl

» PeopleFlow Members
» Notes and Attachments (0)
» Ad Hoc Recipients

» Route Log

P — - N S ~
[ submit | ( save | ( blanketapprove | ( close | cancel

And below isaview of just the PeopleFlow Members section - expanded - after adding two stops:
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Figure 4.5. PeopleFlow - Create New - with 2 stops added

PeopleFlow Members

add
* Stop: |1
* Member Type Code: | Principal # |
* Member: X
[Ladd |
* = "

* Stop C;;:mber Type * Member AcAl:ilcl:u:r First Actions
2 [ Role s | KR-SYS : Technical [FIRST = | ||:Iﬂ_ete|
— Administrator (% B

Member Delegates
* All
* Member * * Delegation or L
Type Code Member e - Actions
Action
| Principal % | | Primary = [Ladd |
l:\
1 | principal # | efic a | delete |
I Empioyee, Eric
Member Delegates
* All
* Member * * Delegation or .
Type Code Member T L Actions
Action
| Principal * | a | Primary =) [Ladd |
| Group = KR-WKFLW | Primary = | delete |
—— MagazineManagers ——
C\

PeopleFlows that you create can be called by rules, with the rules determining whether the PeopleFlow
will be called for an action (such as approvals) or for notifications. These PeopleFlows (similar to the
Coeus concept of "maps") can beintegrated with the new Kuali Rules Management System (KRMS), with
KEW workflows, or with other custom-built applications.

Actions
Action List Guide

The Action List page includes your:
» ActionList

* Outbox

+ Action List Filter

* Preferences

In the Kuali Rice portal, the Action List button is available in the upper left hand corner of the screen
oNn most pages.

29



KEW

Your institution may have KEW links inside other applications, such as Kuali Financial Systems (KFS).
KFS may display an Action List button at the top |eft of the KFS page like this:

Figure4.6. Kuali Portal: Action List Button

| o] - Provide Feedback
Juail

financial systemss m Maintenance | Administration
] action list | [CE] doc search Logged in User: khuntley BN | Login | Logout
Transactions Custom Document Searches Balanc Inquiries

Accounts Receivable Financial Transactions General Ledger
» Cash Control
» Customer Credit Memo

Accounts Receivable * Available Balances
= Balances by Consolid
» Customer Invoice » Customer Invoices s Cash Balances

Clicking an Action List link or button displays your Action List page. Thisisasample KEW Action List;
your institution’s may look somewhat different:

On your Action List pageisthelist of documents on which you need to take an action, such as Approve,
Disapprove, or Acknowledge, and those which you have aready completed. These areyour action requests.
Action requests that someone has del egated to you are aso listed on your Action List page. Note: Y ou can
only see the Action List for the person who islogged into KEW or another Kuali application.

You can click the title at the top of a column to sort all of your action requests by the information in that
column. For example, if you click the column title, Type, KEW sorts your action requests by their Type.

Onyour Action List, you can see this information about the documents on which you need to take action:
 1d: A unique, system-generated ID for each document

* When you click a Document Id, KEW displays the actions you can take on this document, such
as Blanket Approve, Complete, Approve, Disapprove, and Cancel. The actions you can take are
determined by the document’s Type.

« Based on your institution’s setup, you may see a Show button in the Document Id column. Click the
Show button to see a summary of the document.

» Type: The document’ s type determines the actions you can take on it.

 Title: Thetitlethat theinitiator givesto the document. Y our institution may have standardsfor document
titles that give you specific information about that document.

» Status: The current location of the document in its routing path. The Status may be:

e Approved: These documents have been approved by all required reviewers and are waiting for
additional post-processing.

» Cancelled: These documents have been stopped. The document’s initiator can Cancel it before
routing begins, or areviewer of the document can cancel it after routing begins. When adocument is
cancelled, routing stops; it is not sent to another Action List.

« Disapproved: These documents have been disapproved by at |east onereviewer. Routing has stopped
for these documents.

« Enroute: Routing is in progress on these documents and an action request is waiting for someone
to take action.

< Exception: A routing exception has occurred on this document. Someone with the appropriate KIM
Permission (or someone from the Exception Group for this Document Type, although this feature
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is deprecated) must take action on this document, and it has been sent to the Action List of this
workgroup.

Initiated: A user or a process has created this document, but it has not yet been routed to anyone’s
Action List.

Processed: These documents have been approved by all required users, and their post-processing
is completed. They may be waiting for Acknowledgements. No further action is needed on these
documents.

Saved: These documents have been saved for later work. An author (initiator) can save a document
before routing begins, or areviewer can save a document before he or she takes action on it. When
someone saves a document, the document goes on that person’s Action List.

Final: All required approvals and all acknowledgements have been received on these documents. No
changes are allowed to a document that isin Final status.

Recalled: The document has been recalled after being submitted and canceled. No changes are
allowed to adocument that isin Recalled status.

Action Requested: The action that you have been asked to take on a document, such asto Approveit.

Initiator: The person who created this document in KEW. Click the initiator’ s name to see information
about the initiator, including (depending on the initiator's privacy preferences):

Principal 1d and Name
Entity Id

Affiliations

Names

Phone Numbers

Email Addresses

Group and Role memberships

Delegator: If someone else has given authority in KEW for you to take action on their action requests,
their name appearsin thiscolumn. KEW displaysboth primary and secondary del egatesthisway on your
Action List. There are two types of delegate in KEW, you may be a Primary Delegate or a Secondary
Delegate:

Primary Delegate: The delegator turnsover hisor her full authority to aprimary delegate. The Action
Requests for the delegator only appear in the Action List of the primary delegate.

Secondary Delegate: The secondary delegate acts as atemporary backup and has the same authority
as the delegator when the delegator is not available to take action. Documents appear in the Action
Lists of both the delegator and the delegate. When either acts on the document, it disappears from
both Action Lists. People often have a secondary delegate who takes care of their action requests
when they are out of the office.

Date Created: The date and time the document for this action request was created.

Group Request: When you receive an action request because you are part of a group, KEW displays
the name of the group in this column. Only one member of a group is required to complete an action
reguest. Click the group name on your Action List to see more details, including:
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e Group Id
¢ Group Name
e Group Active Indicator
» Group Members and their user names
 Actions: For documents that you receive only for your information (they don't require that you take
any further action), there is a dropdown menu in the Actions column. Y ou can use this menu to agree

that you’ ve received the document for information purposes. Select FY|, then click the Take Actions
button at the bottom of the page.

Figure4.7. Action List

Action List preferences || refresh || filter help desk action list login
apply default

Action List

16 items retrieved, displaying 1 to 10.[First/Prev] 1, 2 [Next/Last]

1d Type Title :t;tj*: Action Initiator 1 Date Created Group Actions |Log
3402 Requisition Requisition - SAVED COMPLETE %\5 S;ﬁi’;’;‘u _j»
3403 Requisition Requisition - SAVED COMPLETE % g;}ﬁ’g’;‘u ;
3404 Requisition Requisition - SAVED COMPLETE % g;}ﬁ’g’;‘u ;
3405 Requisition Requisition - PC req - DV - 2 ENROUTE | APPROVE %\5 Sg;’ih’;’;‘u _j»
3461 [C"::r“g'ESE’"E”WU“"E' Wire | New wireCharge - Phil EXCEPTION |APPROVE %\5 ég;ﬁ,};z‘u _j.>
3808 vendar New Vendorbetall - New Vendor  [FINAL | Pyt HUNTLEY, orzseu A
3819 Disbursement Voucher Disbursement Voucher - test check gavep COMPLETE T f?}gz;’;‘u 3
3822 Vendor New VendorDetail - New Vendor FINAL FYI % ?T}gg,':’gu %71
R — e S S e T e s, —rh
3961 Disbursement Voucher d"':f;;;fﬁ’:&"t Voucher - test SAVED COMPLETE HUNTLEY, ?f}gg’g’;‘u 4

* Log: (also known asthe Route Log) Click the paper/magnifying glassicon in the Log column to display
the Route Log page. This page has details about the routing path and Actions Taken on this document.
Learn more about this information in the Route Log Guide. A sample Route L og page:
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Figure 4.8. Route L og

refresh

Route Log
(" 1D: 3064 =—
Title
Type Vacancy Notice Created 08:35 PM 12/02/2011
Initiator 20min, admin Last Madified 08:40 PM 12/02/2011
Route Status PROCESSED Last Approved
Node(s) InitiatorAcknowledgement Finalized
Actions Taken  hide
Action Taken By For Delegator Time/Date Annotation
COMPLETED 2dmin, admin 08:36 PM 12/02/2011
» show APPROVED supervisar, supervisor 08:38 PM 12/02/2011
» show APPROVED girector, directar 08:39 PM 12/02/2011
» show APPROVED Two, Admin 08:39 PM 12/02/2011
» show APPROVED One. Admin 08:40 PM 12/02/2011
Pending Action Requests + hide L
Action Requested Of Time/Date Annotation
IN ACTION LIST .
¥ show A EHNOWLEDGE OAA BL-BUS (Secondary Delegate) 08:40 PM 12/02/2011
IN ACTION LIST .
» show A RNOWLEDGE OAA BL-COAS (Secondary Delegate) 08:40 PM 12/02/2011
IN ACTION LIST .
» show A RNOWLEDGE OAA_BL-DFAC (Secondary Delegate) 08:40 PM 12/02/2011
IN ACTION LIST .
¥ show A EHNOWLEDGE OAA BL-PSY (Secondary Delegate) 08:40 PM 12/02/2011
IN ACTION LIST .
¥ show A EHNOWLEDGE admin, admin  (Secondary Delegate) (Initiator) 08:40 PM 12/02/2011

If enabled for a particular document, messages can aso be logged through the route log tab (or page).
This allows users to add a deferral message or other message that will be reflected in the routing without
taking an action on the document.

This function is enabled by KIM permissions. These permissions have template '‘Add Message to Route
Log' which takes adocument type name asadetail. The bootstrap dataset contains one permission with this
template and document type detail 'KualiDocument', however this permission is not granted to any role.
This meansthe functionality will be disabled until the permission is assigned or another permission record
with this template and for another document type is created and assigned. When matching permissions
for a particular document type the document type hierarchy is considered. Permission records for children
document types will override any permission record for its parents.

For example, if we wanted to enable the feature on all KualiDocuments except document type 'Foo', we
would first grant the permission with document type detail 'KualiDocument' to a role. Then we would
create an additional permission with template'Add Message to Route Log' and document type detail 'Foo'.
For the second permission we do not assign any roles.

By granting these permission(s) to one of the derived workflow roles we can enable this feature to users
who have active routing requests. Examples of such roles are KR-WKFLW Approve Request Recipient
and KR-WKFLW Acknowledge Request Recipient.

Action List Preferences

Y ou can customize the appearance and features of your Action List using the Action List Preferences page
on KEW. To display this page, click the Preferences button at the top of the Action List page or click the
User Preferences link in the Workflow pane of the Main Menu tab. Action List page:
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Figure4.9. Action List: Preferences Button
e s

[—] action list | £ doc search Logged in User: admin I | Login | Logout
Action List refresn | [ fiter | | | [ help desk action list login |
—

Action List | Qutbox

6 items retrieved, displaying all items.

1d Type Title Route Status | Action Requested | Delegator Date Created Group Request | Log
2121 |Add/modify EDEN workgroup  |Routing workgroup CreatinAGroup321 EXCEPTION  |COMPLETE 04:52 PM 08/11/2008 | WorkflowAdmin 53
2283 |SampleThinClientDocument ENROUTE APPROVE 10:55 AM 09/24/2008 53

This displays the Action List Preferences page, where you can make choices about how KEW displays
and refreshes (updates) your Action List and about how and when you receive email reminders about your
new action requests:

Figure4.10. Action List Preference Page

Workflow Preferences

Automatic Refresh Rate: | |15 in whole minutes - 0 is no automatic refresh.
Action List Page Size |10
Delegator Filter | Secondary Delegators on Action List Page % |
Primary Delegate Filter | Primary Delegates on Action List Page |
Document Type | &
Title | &
ActionRequested |
Initiator | [
Delegator | ¥
Date Created | ¥/
Date Approved ||
Current Route Node(s) ||
WorkGroup Request | (¥
Document Route Status | ¥
Clear Fv1 | &
Use Outbox | &
swed| O 00 C O O [Cl®@ O 0[O O
meated| O O O O O O @ O o [Ne
pisapproved || O O O O O 0O ® O ol o
enroute | [OICHITCTIION © MON @ O ol o
aproved| O[O0 O O O O @ O o [Ne
rinal | IOWICHICNECH C OH © ([ © o [\e)
rocessed || O 0N O 'O O [0 @ © ol o
eeption| [ O IO O[O O[Ol @ © O[Ol O
enceied|| O MO G O[O0l ® © O[O0l O
Receive Primary Delegate Emails | &
Receive Secondary Delegate Emails ||
Default Email ificati Immediate ¥

D Type Notification Preference Actions
Document Type Notifications DocumentTvpeDocumenF Immediate
[ & None c add
# complete
Approve
Sand Emil Notifications For | & A7?
™ Acknowledge
&
J
((save | ( reset ) ( cancel )

The Action List Preferences page has four sections:
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Action List Preferences: General Section

Figure4.11. Action List Preferences. General section

e
Automatic Refresh Rate: | |15 in whole minutes - 0 is no automatic refresh.

Action List Page Size | |10

(
(

Delegator Filter | Secondary Delegators on Action List Page | # |

Primary Delegate Filter | [ Primary Delegates on Action List Page | # |

 Inthe General section of the Action List Preferences page, you can set the Automatic Refresh Rate for
your Action List. Your action requests come in from the server and your Actions Taken are sent to the
server each time KEW refreshes (updates) your Action List page. Y ou only see changesto your Action
List when KEW refreshesit.

» Depending on the network and computers at your workplace, your computer may or may not slow down
when KEW refreshes your Action List. If arefresh slows down your computer, you may decide to set
the Automatic Refresh Rate for alonger period, such as 10 or 15 minutes.

» TheAction List Page Size tells KEW how many action requests to display at once on your Action List
page.

» The Delegator Filter field lets you decide where to show action requests for which you are a secondary
delegate. You can choose to have KEW display these action requests on your Action List page or
not, using this dropdown menu. If you do not display action requests on which you are the Secondary
Delegate on your Action List page, you can only see them on a Filter Page (see Filter, below).

Action List Preferences: Fields Displayed

Figure4.12. Action List Preferences. Fields Displayed section

Document Type | ¥

Title | &
ActionRequested |
Initiator |||

Delegator | &

Date Created | ¥/

Date Approved ||
Current Route Node(s) | _|
WorkGroup Request | ¥
Document Route Status | (@
Clear FY1 |

Use Outbox | ¥

* You determine which fields are displayed on your Action List page using this section of the Action List
Preferences page. Place a checkmark in the box next to fields that you want to display on your Action
List page. (Click the box to checkmark it and click it again to un-checkmark it, and vice versa.)
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Action List Preferences: Document Route Status Colors

Figure4.13. Action List Preferences. Document Route Status Color s Section

swed| O BMON O O O [Q | ® O ©[Q O
nitiated | O () O O O @ O O
Disapproved ) () O (O o @ O O
Enroute, O | () O O Q. e Q. O
Approved O | () O O Q. @ o) |Ne;
Final | O MO O | O 0O @ O O
Processed ) | CJ O O cl e o) |Ne;
Exception () | () O O O @ O O
Canceled | O | ) O O Q) e o) |Ne)

* Inthis section of the Action List Preferences page, you can choose a color for each different Status of
action requests. This can help you quickly find action requests on which you need to take action.

For example, if you set these colors for these routing status levels:
+ Green for Saved status

» Red for Approved status

 Bluefor Exception status

Your Action List Preferences page looks like this:

Figure4.14. Action List Preferences. Document Route Status Colors Example

Document Route Status Colors for Actionlist Entries

saved | @ O O O ON © o) |Ne ]

Initiated | () _5_ O To O, © TO O

Disapproved | () () () () g @ o [Ne

Enroute| O PO O | O o @ o [Ne

Approved | ) | (0 O O QN © Q. O

Fnal | O O O | O ON © @ O

Processed | () | () O () o @ o [Ne

Exception| O | O O O o e o) |Ne

Canceled | (| () O O Q. e QO

Click the Save button at the bottom of the page to make these changesin your Action List.

Action Lists your color changes by Status:
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Figure 4.15. Action List Preferences. Document Route Status Colors Action List

Example

Action List preferences || refresn | [iter |[| | [ help desk action lst login
Action List | Qutbox
6 items retrieved, displaying all items.

Id Type Title Route Status | Action d | Del Date Created Group Request |Log
2121 |Add/modify EDEN workgroup Routing workgroup CreatinAGroup321 EXCEPTION COMPLETE 04:52 PM 08/11/2008 WorkflowAdmin ;
2283 |SampleThinClientDocument ENROUTE APPROVE 10:55 AM 09/24/2008 ;
2601 |Travel Request Travel Doc 2 - asdsadsadasd SAVED COMPLETE 01:33 PM 11/04/2008 ;
2621 |Travel Request Travel Doc 2 - asdsadsadasd SAVED COMPLETE 01:45 PM 11/04/2008 ;
2622 |Travel Request Travel Doc 2 - asdsadsadasd SAVED COMPLETE 01:49 PM 11/04/2008 ;
2623 |Travel Request Travel Doc 2 - asdsadsadasd SAVED COMPLETE 01:57 PM 11/04/2008 ;

Action List Preferences: Email Notifications

Figure4.16. Action List Preferences: Email Notifications Preferences

Email Notification Preferences

Receive Primary Delegate Emails | &
Receive Secondary Delegate Emails

Default Email Notification

Document Type Notification Preference Actions
Dacument Type Notifications | DPeumentTypeDocument Immediate delete
[ 3 None ¥ add
™ complete
& Approve

Send Email Notifications For @ Ack led
cknowledge

FYT

The fields used to maintain email preferences are located in a new “Email Natification Preferences’
section at the bottom of the Workflow Preferences screen. The “Email Notification Preferences’ section
accommodates two new options and allows sel ection of how and when to receive reminder emailson items
sent to the Action List.

In this section, one can select whether or not to receive emails as the Primary Delegate, as the Secondary
Delegate, and also set the Default Email Notification preference (None, Daily, Weekly, or Immediate). If
you are NOT aPrimary or Secondary Delegate, you can leave those fiel ds as unchecked.

Y ou can choose to get email reminders on one of these Default Email Notification schedules:

* None (KEW won't send you any email reminders for your Action List.)

« Daily (If you have any new action requests, KEW sends you an email reminder once aday.)

» Weekly (If you have any new action requests, KEW sends you an email reminder once a week.)

* Immediately (KEW sends you an email reminder as soon as you receive a new action request on a
document. Thisisthe default — the setting when you start to use KEW.)

The first new option alows overriding of the ‘Default Email Notification’ preference and setting of
different frequenciesto receive notifications based on the document type of the action request (Timeshest,
EPTO, Hire Employee eDoc, Create Additional Pay eDoc, Requisition, etc.).

The parameters set for the default email notification and document-type notification work together to
determine when a given action item isincluded in the immediate, daily, or weekly email reminders.
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If onesetsa‘ Default Email Notification” without any ‘ Document Type Notifications,” then emails are sent
(or not sent), based on the default selection.

The second new option allows one to turn notifications on or off based on the request type (Complete,
Approve, Acknowledge, or FY 1) when “Immediate’ is set asthe ‘ Default Email Notification.’

Figure4.17. Action List Preferences. Document Type Notifications

Document Type Notification Preference Actions

Dacument Type Notifications DocumentTypeDocument Immediate delete

S [(None %) add

However, adding a‘ Document Type Notification’ that is different from the ‘ Default Email Notification,’
forces the document-type notification to take precedence. This allows users to customize by document-
type for email reminders. For example:

o If ‘Immediate’ is set asthe ‘ Default Email Notification,” but a document-type ruleis set to 'None' for
the Maintain Time Assignment eDoc; then no email notifications are sent for that specific document.

« If ‘Daily’ isthe ‘Default Email Notification,” and a document-type rule is added to receive ‘Weekly
notificationsfor the Hire Employee eDoc; then for that document, the only action request email received
isaWeekly reminder.

» If ‘None’ isset asthe’Default Email Notification,” and adocument-typeruleisadded to receive“ Daily”
notifications for EPIC Purchase Orders; then for that document, the only action request email received
isaDaily reminder.

In addition, when the ‘Default Email Notification’ is set to “Immediate” one can use the Send Email
Notifications For option to decide whether or not to receive notifications by request-type.

All four of the request-types are already “checked” by default in your Workflow Preferences screen.

Figure4.18. Action List Preferences. Action Requested Email Notification

# complete
Approve

@I Acknowledge
FYL

Send Email Notifications For

When an action request isreceived, and the preferenceis set to receive an immediate reminder, the system
checks to ensure that the request-type checkbox is turned-on (checked) before an email is sent.

This alows these checkboxes to be used as a switch to ‘turn-on or turn-off’ the “immediate” email
reminders for a given request type. For example:

» To stop the receipt of Acknowledgement emails when your preference is set to receive “Immediate”
reminders, just uncheck the “ Acknowledge” checkbox.

Remember, all of these preferences and settings are on your Action List Preferences page.

Action List Refresh and Filter
Refresh

As described above, you can use the Action List Preferences page to tell KEW to automatically update
(refresh) the information on your Action List on a regular schedule, such as every 15 minutes. You can
also click the Refresh button near the top of your Action List page to update the page at any time.
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Filter

If you havealarge Action List, the Filter function can help you by displaying only action requests of certain
types. To use the Filter function, click the Filter button in the top right corner of your Action List page:

Thisdisplaysthe Action List Filter page:

Figure4.19. Action List Filter Page

Action List Filter

Keys to

 poertvtpe |
Document Title [ | Exclude?
Document Route Status Exclude?
Action Requested Exclude?
Action Requested Group Exclude?
Document Type | %/ Exclude?
fom: [ [
to: Jicl]
fom: [ |
[

Date Created Exclude?

Date Last Assigned Exclude?

filter clear reset cancel

using the Action List Filter:

Each of the fields on the Action List Filter page is called a criteria. Y ou can choose to display only the
action requeststhat are the same as one or more criteria, or you can choose to display all action requests
except those that are the same as one or more criteria. Y ou can also use some criteriato display action
reguests and some to not display action requests.

If you want the filter to display action requests that meet one or more criteria, then just enter those
criteria in the appropriate fields (field descriptions are below). Leave the Exclude? checkboxes blank
for these criteria.

If you want the filter to display only the action requests that don’t match one or more criteria, then
checkmark the Exclude? checkbox for each of these criteria. This tells KEW not to display action
reguests that match these criteria.

When you’ ve selected the criteriayou want to use in your filter, click the Filter button at the bottom of
the Action List Filter page. KEW displays your Action List filtered in the way you requested.

To display all action requests on your Action List page again, click the Clear button at the bottom of
the Action List Filter page or the Clear Filter button at the top of your Action List page.

To undo your most recent filter criteria, click the Reset button at the bottom of the Action List Filter
page. Thisreturns you to the list of Action Requests that met your previous set of filter criteria.

Note

Note: The filter is case sensitive — use upper and lower case (capital letters and small Ietters)
exactly the same as the item you' re filtering. For example, if an actual document title is Travel
Doc 2, then you must typethisin the Document Title field with acapital letter at the beginning of
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each word, exactly like the real document title. If you typeit astravel doc 2, then the filter won't
recognize this document because the capitalization is different.

Filter Criteria:

e Document Title Thetitle given to the document when it was created.

» Document Route Status: The current routing Status of the document. Y ou may filter for documents
with these routing statuses:

All: Selecting All causes KEW to display all documents that have been submitted for routing. If you
select All and Exclude (for the Document Route Status criteria), then KEW displays only documents
that arein Initiated status.

Note

Documentsthat are in Initiated Status have not yet been submitted for routing.
Approved
Disapproved
Enroute
Exception
Processed

Saved

» Action Requested: The action you need to take on a document. You may filter your action requests
by these Action Requests:

All: matches all Action Requested types
Acknowledge

Approve

Complete

FYI

» Action Requested Group: You may filter your action requests by the group to which the action requests
were sent. For example, if you are amember of two groups, you might use thisfilter to display only the
action requests you' ve received as part of one of those groups.

» Document Type: Use thisto filter based on Document Type.

The document’ s type tells KEW who needs to take what action on that document. This determines
where KEW routes the document.

Y ou can use the Typefilter to display only documents of onetype, or to display all of your documents
except one type. Click the checkbox next to Exclude? if you do NOT want to display the selected

Type.
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» To choose a Type for your filter, click the magnifying glass icon on the Type row. This takes you
to the Document Type L ookup page.

Enter information in one or more of these fields to find the Document Type you need for your filter,
then click the Search button. This displays a list of document Types that match your search. Find
the one you need, and click return value for that Type. This returns you to the previous page and
automatically entersit inthe Typefield. For example, inthe screenshot below you searched for aType
with maintenance in the Name. If you want to use the first oneinthelist, KIM Principal Maintenance
Document, click return value in the row for KIM Principal Maintenance Document.

Figure 4.20. Document Type L ookup

Document Type Lookup 2] create new

* required field

Parent Name: | (%

Name:

Label:

@:

Active Indicator: [(*) Yes () No () Both

search clear | cancel 1

39 items retrieved, displaying all items.

Active

Sndicaton Application 1D

Actions | Id Name Parent Name Label

TRAVEL

011 | DocumentTypeDocument RiceDocument Workflow Maintenance Document |, (System
Type Document

Default)

TRAVEL

Yes (System

Default)

edit co

]

Rule Maintenance Document Type

edit copy|2012 RoutingRuleDocument RiceDocument Document

:

TRAVEL
edit copy|2023 KualiNotification Notification Yes (System
Default)

:

Note

If you do not find the Type that you need, you can either do another search or click the link
for return with no value to return to the Action List Filter page without a Type.

» Date Created: Use thisfilter criteriato select only action requests for documents that were (or were
not) created between dates that you choose. Y ou must enter each date in this format: MM/DD/YYYY,
e.g., 12/25/2000 for December 25, 2000. Instead of typing the date in the field, you can click the small
Calendar icon next to the date field and then click the date you need from the calendar. When you click
a date on the calendar, the small calendar disappears and that date is automatically entered in the date
field. Use the small arrowheads on either side of the month’s name to display other months. A single
arrowhead moves the calendar one month forward or back. A double arrowhead moves the calendar to
the same month a year ahead or back.

For example, if you could click the single arrowhead to the left of “April” on this calendar, the month
displayed would change to March 2009. If you could click the double arrowhead to the right of “April”,
the month would change to April 2010.
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Figure 4.21. Date Widget
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» Date Last Assigned: Use this filter criteriato select only action requests for documents that were (or
were not) assigned to someone between dates that you choose. Y ou must enter each date in this format:
MM/DD/YYYY. For more detail on entering or selecting dates, see Date Created above.

Clear Filter

When you have used afilter on your Action List, you can see a Clear Filter button at the top of your page:

Figure4.22. Action List: Clear Filter Button

Action List

preferences || refresh | [ filter help desk action list login

Action List | Outbox
Filtered by Action Requested

Click this button to display all of your action requests again.

Note

If your Action List is not filtered, you cannot see the Clear Filter button.

Remember, you can click the Filter button at the top of your Action List page to return to the Filter page
and change or Reset your filters.

Action Requests and Actions Guide

Overview

Action Regquests are one of the core functions of the Kuali Enterprise Workflow (KEW) system. An Action
Request isacall from KEW to aperson or group to take action on adocument. Action Requests are created
when the system or a person routes (sends) a document to another user and ask that user to do something

with the document. Y ou might ask someone to approve an expense, for example, or to acknowledge that
he or she received a copy of an expense report.

Once an Action Request has been created in KEW, the associ ated document is sent to the appropriate users
action lists. A user can open hisor her Action List and from there, view information about the document,

open the document, and/or take the requested action. If a user takes an action, for example, approves or
disapproves a document, that is called an Action Taken.
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The path that the document takes from its starting point to final approval is caled its route. Each point
along that path where a person needs to do something with the document (approve, acknowledge, etc.)
is called a node on the route.

Types of Action Requests

Each action request has one row on your Action List. There are five types of Action Requests:

Table4.1. Types of Action Requests

Action Requested Description Stops Document Until Action is Taken?

Complete Y ou need to Complete the document. Yes

You may cancel a document when you have a Complete
action request on it.

Approve You should verify the document and either Approve or|Yes
Disapproveit.

You may cancel a document when you have an Approve
action request on it.

Acknowledge You need to acknowledge (agree) that you have seen the| No
document
If there are no other requests, the document changes
to Processed status even if there are outstanding

Acknowledge requests.
FYI Y ou have been told about this document and you need to| No
Clear the FY| oniit
If there are no other requests, the document changes to
Final status even if there are outstanding FY| requests.
Print Y ou need to print this document and take some action with

it, such as mailing it to a vendor.

» You can only Disapprove or Cancel adocument if you have a Complete or Approve request.

» Complete and Approve are essentially the same: A Complete action satisfies an Approve request, and
an Approve action satisfies a Complete request.

* When you Clear an FY|I request, that action is not recorded on the Route Log (history of where the
document has been and what has been done on it) for that document.

There are other actions that you can take in addition to Action Requests. We will look at those in the
Action Taken section below.

Action Request Recipients

Every action request has arecipient. The recipient is the individual or group of individuals whose action
is requested on the document. There are three types of recipients:

1. Person: Anindividual

2. Group: A group of users who are members of a KIM Group

3. Role: A group of users who are members of aKIM Role

Roles are groups of users or KIM Groups associated with a document.

The first user in a Group to take action on a request satisfies (completes) that request. Role requests can
be set up to work the same way as Group requests or to require that everyone in that Role approves the
document before the request is satisfied.
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Action Request Hierarchies

In certain situations, you can use roles for action requests and you can delegate action requests. You can
think of these astrees or as a parent action request that has children action requests.

Roles are groups of Principals or Groups that KEW creates based on rules your institution sets up. Since
KEW can only create an action request for asingle person or group but arole may have several people or
groupsin it, KEW creates an action request for the role (a parent request), and that action request creates
child action requests that go to each person or group in that role.

The parent role request can have any number of children requests that are each either a user request or
agroup request.

Action Request Delegation
In KEW, you may delegate, or give, your request authority to other people. For example, if Joeisthefiscal

officer for an account but he doesn't actually approve documents, he may delegate his approval authority
to Jane. Both Joe and Jane can now take actions on Jo€' s action requests

If Jane approves a document as Joe's delegate, Joe's action request is satisfied. |If Joe approves the
document, Jane's action request is satisfied.

Combining Role Requests and Delegation

Y ou can combine a role request with a delegate. In fact, in the previous example, the action request that
is sent to Joe as afiscal officer isrealy arole request. The action request tree for that scenariois:

Figure 4.23. Delegation Tree Example

This tree is three levels deep and shows a role delegating to a user. You can also have arole delegate to
another role.
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Action Request Activation and Deactivation

Activation

When action requests are created, they are in the Initialized state. They stay in this state until KEW
determines that they need to be Activated. When a request becomes Activated, it appears in the user's
Action List.

When action requests are created, they can be set to ignore previous actions or not.

* If Ignore Previous is true, the activation process will not consider previous actions that the user has
taken.

« If Ignore Previous is false, the activation process will consider previous actions by the user and may
even consider the action request satisfied by previous user actions. (This is sometimes referred to as a
request being "auto-approved.”)

During request activation, if the Ignore Previous flag is false and KEW determines that a previous action
satisfies the current request, it will Deactivate the request instead of Activating it. Activation begins at a
root request, but Deactivation begins at the request where KEW finds that a satisfying action has occurred
if that request is set to not ignore previous actions.

Note

Action request structures can be hierarchical. Activation of requests always starts at the parent
request and works down the tree, activating each level of thetreein turn.

Rolescan havean All Approvepolicy. All Approve meansthat all membersof arole must approve
the docusment before the entire request is deactivated. (See Deactivation below.)

Deactivation

When a user takes action on a document, that action may start the deactivation of other action requests
on the document. For example, if Joe has a pending request and he takes an Approve action on it, his
request is deactivated. Request deactivation changes the status of the request from Initialized or Activated
to Deactivated.

If Joe's action taken causes other action requests to be Deactivated, his action taken is associated with all
of the requests that it Deactivates.

Unlike Activation, Deactivation always starts at the request that was satisfied by the action taken. For
example, if Joe is delegating to Jane and Jane issues an Approve action on her request, Deactivation starts
at Jane's request. However, if Joe issues the Approve action, Deactivation starts at the parent.
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Figure 4.24. Delegation Tree Example: Deactivation

If thereare no roles set to "All Approve" on an action request, one action can Deactivate the entire request
tree. Thisis because KEW works up and down the tree, Deactivating requests asit goes.

However, when thereisan "All Approve" role, requestsfor al parties within the role must be Deactivated
before the parent role request is Deactivated. For example, if we have an "All Approve" role request with
three children requests, when one of the users takes action, their request is Deactivated, but since there are
two other requeststhat still need to be satisfied, the Deactivation cannot go back to the parent role request.
When the last of the three users has taken action, the parent role request is Deactivated.

Actions and Action Takens

Actions are how a user interacts with KEW. Actions can be performed in response to an Action Request
(such as an Approve action) or they can be user-initiated (such as the routing of a document). Most, but
not all, actions create Action Takens. The Action Taken is recorded on the Route L og and associated with
a satisfied action request, where appropriate.

The KEW Action library contains these Actions, explained below:
¢ Acknowledge

* Approve

¢ Blanket Approve

e Cancel

e Clear FYI

* Complete

* Create Document

¢ Disapprove

¢ Log Document

* Move Document

* Return to Previous Node

¢ Route Document
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» Save
* Recdl
» Superuser Actions
¢ Superuser Approve Document
* Superuser Approve Node
e Superuser Approve Request
¢ Superuser Cancel

¢ Superuser Disapprove

Acknowledge Action

Use this action to satisfy an Acknowledge action request. When you take an Acknowledge action, it
usually means that you have examined the document. Acknowledgement provides no real authority over
the document; you can only take the Acknowledge action on this document.

When you take an Acknowledge action, KEW finds all pending acknowledge requests for that document
that are routed to you and Deactivates them. It then records an Acknowledge Action Taken and associates
it with the Deactivated requests. Y ou may take an Acknowledge action even if you have no Acknowledge
Action Requests.

Approve Action

Use this action to satisfy an Approve or Complete action request. When you use an Approve action, it
means that you have |ooked at the document and approve that transaction.

When you use the Approve action, KEW Deactivates all pending approve or complete requests that have
been routed to you for this document. Y ou may take an Approve action even if you have no Approve or
Complete action requests.

Blanket Approve Action

Use the Blanket Approve action to force a document to complete a set of action requests. This allows
certain usersto "push” a document through its routing. To take this action, you must have the appropriate
KIM Permission (or be in the Blanket Approve Group which is set in the Document Type, but that is a
deprecated feature). Unless you select a specific node (point in the document’s routing path) when you
take a Blanket Approve Action, KEW finds all pending Approve or Complete requests at the current level
in the request tree and Deactivatesthem. It records a Blanket Approve Action Taken and associatesit with
each of the Deactivated requests.

Then, KEW sends Acknowledge action requests to each person whose action request was satisfied by the
Blanket Approve. It doesthisfor all levelsin therequest tree until it reachesthe end point set in the Blanket
Approve Action or it reaches the end of the request tree.

Cancel Action

Use this action when a document is no longer valid and you need to cancel it. Y ou must have a pending
Approve or Complete action request on the document before you can Cancel it. Cancelling a document is
similar to Disapproving it except that the Cancel action does not send out notifications.
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When you take a Cancel action, KEW findsall pending requests on the document and Deactivates them. It
records a Cancel Action Taken and associates it with the Deactivated requests. Then it setsthe document's
status to CANCELLED and the document is effectively dead.

Clear FYI Action

Usethisactionto satisfy an FY'| action request. Y ou usually get an FY 1 just to notify you about adocument.
You don’t need to take any action on an FY| request, but if you want to remove that FY| and document
from your Action List, take the Clear FY | action.

When you take the Clear FY| action KEW locates all pending FY| requests on this document that are
routed to you and Deactivates them. It then records an FY| Action Taken. Y ou must have a pending FY
request on adocument to use the Clear FY| action.

Complete Action

Usethis action to satisfy an Approve or Complete action request. When you use a Compl ete, it means that
you have looked at the document and completed any of the necessary information on the document so it
can proceed. Complete action requests are typically created as the result of a Save action or in response
to an Exception Routing request.

When you use the Complete action KEW finds all pending Approve or Complete requests that are routed
to you and Deactivates them. If the document is in the Exception state, it changes it back to Enroute. It
then records a Complete Action Taken. Y ou may take a Complete action even if you have no Complete
or Approve action requests.

Create Document Action

This action creates a new document in KEW of the chosen Document Type. This action does not record
an Action Taken of any sort but ssmply begins a new document and assigns a document ID to it. The
document beginsin Initiated status. The Document type determines how the document is routed and what
must be donefor it. For example, an expense report might be routed (sent) to two or three different people
for approval beforeit is paid.

Disapprove Action

When you have an Approve action request, you use a Disapprove action if the document does not meet
the approval criteria. Y ou must have a pending Approve or Complete request on the document before you
can Disapproveit. Disapproving a document is similar to Cancelling it, except that Disapproval sends out
notifications.

When you Disapprove a document, KEW finds all pending requests on the document and Deactivates
them. Next, it creates Acknowledge notification requeststo all usersthat had Approve or Complete action
requests at the current node and all previous nodes. It also sends an Acknowledge notification request
to the initiator of the document. Then the document's status is set to Disapproved and the document is
effectively dead.

Log Document Action

This action simply enters amessage on the document. It records an Action Taken but it is never associated
with any action requests. This action displays a message on the document in the Route Log.

Move Document Action

This action moves a document either backward in the route path or forward. Moving the document
backward works like the Return to Previous Node action and moving the document forward works like
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a Blanket Approve action. The difference between these is that the Action Taken is recorded as a Move
action.

Return to Previous Node Action

Use this action to move a document to a previous node in the route. Y ou must have a pending Approve or
Complete request on the document before you can use this action.

When you usethis action, KEW Deactivatesall pending requests on the document and setsthe current node
on the document to the previous node that you requested (thisis called the target node). It records a Return
to Previous Node Action Taken and associates it with the Deactivated requests. Any requests on nodes
between the current node and the target node are removed, effectively erasing them. KEW then sends the
document through again to recreate requests on the target node. This way a document is "returned” to a
previous node, rolling it back to its previous state at that point in the route.

Route Document Action

Use the Route Document action to route an I nitialized or Saved document to other users. Only theinitiator
of the document can take this action unless the user has an "Initiate Document” KIM permission (or
initiator_must_route policy is set to false in the Document Type, although this feature is deprecated). The
Action Taken for a Route Document action is Compl ete.

When you use the Route Document action, it Deactivates all pending requests for the initiator of the
document and it associates a Complete Action Taken with the Deactivated requests. The document’s state
is then set to Enroute.

Save Document Action

Recall

Usethisaction to put anewly created document inthe Action List of the document’ sinitiator. Y ou can only
use this action on adocument in an Initiated status. When you use this action, KEW creates and Activates
a Complete action request for the document’ sinitiator and then changes the document’ s status to Saved.

Use this action to recall a doucment that has been submitted to your action list. You can only use this
action on a document if you have a specific role for the application and/or document you are trying to
recall. When you use this action, you are given the option to recall the document to your action list for
updating or you can recall and cancel the doucment with one action if it is no longer needed.

Superuser Actions

Superuser actionslet you move adocument past workflow nodes where it may be held up because another
user isunavailableto take action on it or due to a system problem. Superuser actions are an administrative
tool and safety net. Superusers are designated with a KIM Permission (or they are listed in the Document
Type, but this feature is deprecated).

Using the Superuser Functions

To usethe Superuser functions, go to Document Search (it isalink in theleft menu) and click the Superuser
Search link.

Now, do anormal document search for the document on which you need to perform a Superuser action.
When you find the document, click the Document/Natification Id link. If you are authorized to perform
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a Superuser action on this document, this takes you to the Superuser page. Otherwise, KEW displays a
message that you are not authorized to take Superuser action on this document.

Superuser Approve Document Action

This action fully approves a document, Deactivating all remaining routing requests. KEW also records a
Superuser Approve Action Taken and associates it with the Deactivated requests. The document's state
changes to Approved and the document is scheduled for processing. The document status automatically
changes to Final when it goes into the Workflow Engine.

Superuser Approve Node Action

This action approves the document through all nodes up to (but not including) a specified node. When
the document gets to the specified node, requests are created as usua. This action is exactly the same as
Blanket Approve except that no notification requests are created from the Superuser Approve Node action.

Superuser Approve Request Action

This action approves a single pending Approve or Complete action request. This works the same way as
a standard Approve action except that the Superuser is acting in place of the responsible user.

Superuser Cancel Action

This action cancels the document. This action works exactly the same way as the standard Cancel action
except that the Superuser does not need to have a pending request to Cancel a document.

Superuser Disapprove Action

This action disapproves the document. This action works the same way as the standard Disapprove action
except that the Superuser does not need to have a pending request to perform the action. Also, on a
Superuser disapprove, KEW does not send notification requests.

Superuser Return to Previous Node Action

This action returns the document to a previous node in the route path. This action works exactly the same
way as the standard Return to Previous Node action except that the Superuser does not need to have a
pending request to perform the action.

Superuser Quick Action's Tab

With therelese of Rice 2.1 anew option isavaialbe for applications to enable. Superuser's can now access
documents directly from the standard document search and quickly perform approval, acknowledgment,
FYI, or disapprova actions from this new tab on the document. This streamlined version of the till
available superuser form of document search will allow for common actions to be taken in a more user
friendly fashion. Pending actionsare displayed in alist that the super user can check off and takethe actions
necessary all at once (see example below). Before actions can be taken, a annotation must be provided.

By default, the new tab will not appear on a document.

<kul : super User Acti ons />

This needs to be included in the JSP of a document for the superuser tab to be shown. The logic for
whether it should actually display anything is containted inside of this. Developers may also look at
KualiMaintenanceDocument.jsp in the Rice code for an example.
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Figure 4.25. New Superuser Tab Example
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eDocLite Overview

eDaoclL.ite is a framework designed for rapid development and implementation within an existing Kuali
Enterprise Workflow infrastructure. It allows for the development of simple web applications, their forms
and routing configurations using XML. Users only have to enter data into the form and then submit it.
Rules can be constructed so that the form is then routed to a specific user or KIM Group based on the
data entered.

Web pages called eDoc's are generated and are associated with a specific document type definition that
provides the overal definition for how the document can be routed. Document types can also exist in
hierarchies which provide storage of common information at various levels.

Theform uses an XSLT stylesheet to generate the html code. Certain workflow classes make helper data
available to the stylesheet programmer and there are several features that can be ‘plugged-in' to eDoclL ite
to further enhance its usability in many situations.

Note

Key ldeas:

» Rapid implementation and devel opment solution for simpler documents
 Easily re-configured

 Easily manageable

* Entirely web-based from design/development and user perspectives

» No java code required for developments; only XML with optional javascript for client side
editing (workflow handles execution)

» Some validation javascript is automatically generated like regular expression editing and
‘required field checking'.

eDocLite Lookup

Usethe eDocL ite L ookup screen to quickly find basic information about eDocL ite documents and as the
first step in creating anew eDoclL.ite.
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Figure 4.26. Workflow Channel: eDocL ite Link

| Zuali
rices m Administration

KRAD Rice Sample App

: 2.0.0-b3-SNAPSHOT :: #270 :

|=] action list |[E doc search

Logged in User: admin

Provide Feedback

2011-12-02 03:02 EST (OracleSi)

Sample Travel Workflow

Notification

» Create New Sample Application Travel Request (KualiDocumentActionBase
» Travel Account

» Travel Fiscal Officer

s Travel Account Type

» Travel Account Use Rate

+ User Preferences
+ Quicklinks
+ Routing Report
+ Routing Rules
+ Routing Rules Delegation
Ro d Identity Management Dx

« MNotification Search
« Channel Subscriptions
» Delivery Types

KRMS Rules

Maintenance Docs

« Agenda Editor

Innbune

Finding the eDocLite Lookup Screen
Y ou can go to the eDocL ite L ookup by:
1. Click the Main Menu tab
2. Look in the Workflow section

3. Click eDoc Lite

eDoclLite Lookup

Figure 4.27. eDocL ite L ookup

EdocLite Lookup H|

* required field

Id:

|

Dacument Type:

Definition:

——

Style:

——

Active Indicator: | (®) Yes () No () Both

[ search [ clear | cancel |

One item retrieved.

| Actions - Document Type | Definition Style | Active Indicator
Create Document |2010  |eDoc.Example1Dactype |eDoc.Example1.Form |Yes

|eDoc.Example1.Style

Export options: CSV | spreadsheet | XML

On the eDoclL ite lookup page, users can search for an eDocL ite document based on severa criteria:

Table4.2. eDocL ite Lookup Attributes

Field

Description

Id The unique ID number assigned to each document.

Document Type The name of the document type, which is specified in the Document Type attribute of
an eDoclL.ite.

Definition The name of the EDL XML definition.

Style The style specified in the EDL XML fileisthe style attribute of an eDocL ite. Generally
an EDL XML file has only one definition name which relates to one and only one style
name.
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Field | Description

Active Indicator | Y ou have the choice of searching by the active status of an eDocL.ite.

You can use the above criteria to limit your search results. A search will produce a list of one or more
results that look similar to the following:

Figure 4.28. eDocL ite L ookup: Search Results

Actions Id Document Type Definition Style Active Indicator
Create Document 2010  |eDoc.ExamplelDoctype eDoc.Examplel.Form eDoc.Example1.Style Yes
Create Document 2024 | InterviewRequest InterviewRequestForm InterviewRequestStyle Yes
Create Document 2027 | OfferRequest OfferRequestForm OfferRequestStyle Yes
Create Document 2030 |SearchStatus SearchStatusForm SearchStatusStyle Yes

I~
=1
&
(]

VacancyNotice VacancyNoticeForm VacancyNoticeStyle Yes
WalverRequest WalverRequestForm WalverRequest_xsl Yes

Create Document

I~
=1
&
&

Create Document

Clicking Create Document on any linetakesyou to the eDocL ite document screen where new documents
can be created. The line item you choose will result in that document being used as a template for the
new one you are creating. More information on this follows in the section called Create New eDoclL ite
Document.

Clicking any underlined Id will take you to the eDocL ite Inquiry screen for that document.

Note

Exporting the output list to XML will give you the option of viewing the XML used to produce
the list returned from the search.

Standard in KEW there is one eDocL.ite for electronic routing, and new eDocL ites can be added based on
business requirements. Some of the functions that eDocL ites are used for in business include:

» Applicant Monitoring

* BLSC Request

» Course Change Request
 Grade Replacement Request
* Internship Contract

* Interview Request

» Mass Mailing Request

» Offer Reguest

» Program Plan Update

* REGR Access Request

* Removal Of Incomplete

* Revenue Producing Activity
» SUDS Request Document Type

» Search Status
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» Specia Credit Request
e Student Trip

* User Agreement

* Unit Change Request
» Vacancy Notice

* Vehicle Replacement
» Waiver Request

* New Course Request

eDocLite Inquiry

Figure 4.29. eDocL ite Inquiry

( EdocLite ~ hide \

1d: 2010
Dacument Type: eDoc.Example1Doctype
Definition: |eDoc.Examplel.Form
Style: |eDoc.Examplel.Style
Active Indicator: Yes

export | [ close

The Inquiry screen displays the same information as is found on a line of the Lookup output, but this
screen provides you with the export option. Exporting from the Inquiry screen produces a XML file of
the source for the eDocL ite document.

Create New eDocLite Document

To create a new eDocLite document to be routed in KEW, click on Create Document in the row for
eDocLite type wanted. It will take users to different forms of eDocLites depending on the document
function, but they al have three general parts:

» Document header

» Document body

* Routing action and annotation, and note area

Document Header

The Document Header contains the following fields:

Table4.3. Document Header Attributes

Field Description

Document Type The name defined by the document creator of thistype of eDocL.ite.
Document Status The status of this document based on its routing status.

Create Date The date and time this document is created.
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Field

| Description

Document ID

Document body

| The unique system generated ID for this document.

This portion of the document is where the user identifies the routing and complete business function.

Table 4.4. Document Body Attributes

Field Description

Title specifies the actions users are taking on the EDocL.ite forms, including editing and reviewing. Other general
information can be stored here such as contact information, important notes, etc.

Form Renders form fields and input areas for the user to complete information required, depends upon the specific

eDoclL ite requirements.

Routing Action and Annotation, and Note area

This areais used to add annotation and choose action to be taken on this eDocL ite document. Annotation
is the comments associated with the routing process. Y ou can add them to different nodes of the routing
process and take actions on an eDocL ite by adding annotations. The annotation appearsin the route log of
eDocLite as comments. Notes are the comments associated with this specific eDocLite form and appear
with the form and not in the route log.

Table 4.5. Routing Action and Annotation, and Note Attributes

Field

Description

Set annotation

The areato add annotation.

Action buttons

* route: begins and continues routing the eDocL ite document.
 save: savestheinformation currently on the eDocL ite document.

« cancel: cancels the actions on this eDocL ite document, and the information on the form is not saved.

create note

Area where users can add notes and attach documents to this eDocLite form. This part keeps track of
Author, Date and time, and the Note added. Users have the right to add, edit and delete the notes they
create.

The following is one example of an eDocL.ite form:

Editing Document

** Questions with an asterisk are required.

Indiana University
EDL EDoclite Example

eDoclite Example 1 Form

User Information
N s
Other Information
Date of
Campus:* fwe [%

Description of Request:

(Check all that apply)

(I My research/sponsored program work is funded by NIH or NSF.
(I My research/sponsored program work involves human subjects.

Supporting Materials

Use the Create Note box below to attach supporting materials to your request. Notes may be added with or without attachments. Click the red 'save'
button on the right.

Create Note

Author

Date

Note Action

admin, admin

12/02/2011

Attachment: [ chogse File | no file selected

| submit | | save | | cancel |
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Note
Notes that have been added to an eDocL ite document can be edited or deleted.
Extendable functions

eDocLites are highly customizable. New eDocLites can be designed for new business and functional
requirements. The document header and routing annotation and notes parts will be same or similar, the
form will be different.

eDocL.ites can be designed to include following functions:

Restricted read/write rights

» Some fieldsin eDocL.ite can be set as GlobalReadOnly. With this setting they are disabled and can’t
be edited by any user other than the author.

» Some fields in eDocLite can be set as ReadOnly, but users with rights can still edit them. After the
initiator writes them they are disabled and become locked to some of the users in the routing process.
But for users with proper rights in certain nodes in the routing process, the fields will become editable
again. These users can take actions on them, such as modify, add, and return to a former routing node.

Hidden fields

To accommodate some business requirements, certain fields and notes can be hidden from certain nodes
in the routing process. For instance, some administrative notes on a course waiver request will be hidden
from students when s'he gets the eDocL ite form in the final stage of the routing process.

Preferences

Workflow allows for users to individually configure certain aspects of the system. Y ou should be able to
access the User Preferences from the Main portal page:

Figure 4.30. Workflow Channel: User PreferencesLink

| - Provide Feedback
JuUall
==t Administration | KRAD
=] action list | (2 doc search Logged in User: admin I | ogin | Logout
Sample Travel Application Workflow Notification
« Create New Sample Application Travel Request (KualiDocumentActionBase’ « Notification Search
« Travel Account qu

« Channel Subscriptions
» Routing Report » Delivery Types
» Routing Rules
» Routing Rules Delegation
= Routing and Identity M:
s eDoc Lite
» People Flow

» Travel Fiscal Officer
» Travel Account Type
« Travel Account Use Rate

After clicking the link you should be taken to Workflow Preferences screen:
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Figure 4.31. Workflow Preferences

Automatic Refresh Rate: [15 | in whole minutes - 0 is ne automatic refresh.

Action List Page Size |10

Filter

v D s on Action List Page # )

Primary Filter || Primary Delegates on Action List Page #]

Fields Displayed In Action List

Document Type
Title

ey

ActionRequested

Initiator

Delegator
Date Created

[Cpcu

Date Approved

Current Route Node(s)

WorkGroup Request

Document Route Status

Clear FYL
Use Outbox

e

Document Route Status Colors for Actionlist Entries

O | O|C |0 |@ | CC|O @

Saved

Initiated

Disapproved

Enroute

Approved

Final

Processed

Exception

oflellelloilofellel oo
C

offeliefiolleflellellele)

O |O|C|O|00|C|O|C

O |O|Q |0 |CQC |0 .
ollellellolloflellellole)

O |0|0 | 0|0|0[0|0|C

Canceled

Email Notification Preferences

Receive Primary Delegate Emails | &

Receive Secondary Delegate Emails | ||

Default Email Notification

Document Type Notification Preference Actions
Document Type Notifications | C2cumentTypeDocument Immediate

[ Y None + ]

# complete
o Approve
o Acknowledge

# Fr1

Send Email Notifications For

p

|:save :1 |: reset :1 |: cancel |

There are three configuration sections on this screen:
General Preferences

Note

Many of these preferences can have their system wide default values changed via configuration
parameters. Look in the KEW technical documentation for information on how to override the
default values.

Table4.6. User Preferences Attributes

Name Default Value Description
Automatic Refresh Rate 15 How often your action list updates (minutes).
Action List Page Size 10 # of actions displayed on action list
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Name Default Value Description

Email Notification Immediate When action items emails should be sent. Can be none, immediate, daily,
weekly

Receive Primary Delegation Emails | True User will receive primary delegate emails

Receive  Secondary Delegation | False User will receive secondary delegate emails

Emails

Delegator Filter

Secondary Delegators on Action
List Page

Determines what is displayed on the action list page. Options:
» Secondary Delegators on Action List Page

» Secondary Delegators only on Filter Page

Primary Delegate Filter

Primary Delegators on Action List
Page

Determines what is displayed on the action list page. Options:
* Primary Delegators on Action List Page

* Primary Delegators only on Filter Page

Fields Displayed in Action List Preferences

These are the columns that will be displayed on the user’s action list page.

Table4.7. User Preferences. Fields Displayed Attributes

Name Default Value
Document Type TRUE
Title TRUE
ActionRequested TRUE
Initiator TRUE
Delegator TRUE
Date Created TRUE
Date Approved FALSE
Current Route Node(s) FALSE
Workgroup Request TRUE
Document Route Status TRUE
Application Document Status FALSE
Clear FYI TRUE
Use Outbox TRUE

Document Route Status Colors for Action list Entries

Each Document Route Status can be displayed with a certain color on the action list. This section allows
you to configure which colors are used. By default, no colors are set.

Routing

Please Note: The following secitons on routing and rules are written as they relate the legacy/traditional
KNS workflow. A new concept of workflows, called PeopleFlows, and their use and maintenance is
covered in a separate section.

Delegate Rules and Delegation Routing Rules

Rice provides aquick and convenient way to obtain information on Delegation Rulesthrough the Delegate
Rule Lookup. This Lookup also lets you create new Delegation Rules using the cr eate new function and
edit existing Delegation Rules.
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Figure 4.32. Workflow Channel: Routing Rules Delegation Link

| - Provide Feedback
JUaiil
== Administration = KRAD

] action list | (2 doc search Logged in User: admin BN | Login | Logout

Sample Travel Application Workflow Notffication

o Create New Sample Application Travel Request (KualiDocumentActionBase ® User Preferences « Notification Search

e Travel Accounl it - uicklinks » Channel Subscriptions

e Travel Fiscal Officer » Routing Report » Delivery Types

e Travel Account Type
e Travel Account Use Rate = Routing Rules Delegation
v Runtimyard-Tdentityarsgement Document Type Hierarch

» eDoc Lite
* People Flow

To access the Delegate Rule L ookup screen, click Routing Rules Delegation on the Rice Main Menu.

Figure 4.33. Delegation L ookup

Delegate Rule Lookup create new

* required field

Parent Rule Id: 8
Responsibility Id:
Document Type: G

Rule Template: | (%
Description: ([ |
Group Reviewer Namespace: ([ |
Group Reviewer Name: |[ |
Person Reviewer: | |

Person Reviewer Type: User () Group Member (#) Both
Active: Yes () No (=) Both

Ruletd:|[

Delegation Type: Primary () Secondary (&) Both

search clear [ cancel ]

Use the Delegate Rule L ookup screen to find information about a Delegation Rule. Y ou can also create a
new Rule by clicking the create new button in the upper right corner of the screen. The create new function
is described in the Routing Rule Creation section later in this document.

When you do a search from the Delegate Rule L ookup screen, you can:

» View the Delegation Rule information returned by the search

 Edit aDelegation Rule

» Copy an existing Delegation Rule and create a new one based on that copy

Information about the Lookup function is in the next section of this document. The other two functions
are described in the Routing Rule Delegation Maintenance section later in this document.

To find a Delegation Rule quickly, enter information in one or more of the fields on the Lookup screen,
then click the sear ch button. If you are not familiar with the search fields, you can leave al of the fields
blank and click the search button. The Delegate Rule L ookup page then displays all of the Delegation
Rule templates.

The fields on this screen are described in the Routing Rule Delegation Maintenance section of this
document.
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Note

Parent Rule Id is a unique identification number for a Rule Template; therefore, searching by
the Parent Rule Id can be the fastest way to find a particular Rule.

After you click the search button, Delegate Rule Lookup displays alist of Rules that |ooks similar to this:

Figure 4.34. Delegation L ookup: Results Example

Active Document Type Delegation Type

WorkflowDocumentDelegationTemplate |Yes TravelR: t Secondary

[ Actions | Deleqation Rule 1d |Parent Rule 1d Name
edit copy 1641 1046 A4CAFSAA- - -

Click edit on any row to go to the Routing Rule Delegation document for that Rule. Y ou can use this
document to do maintenance on that Rule. This is discussed later in this document, in the Routing Rule
Delegation Maintenance section.

Click copy on any row to go to the Routing Rule Delegation document with the information from that
Rule copied into the document. This lets you add a new Delegation Rule based on that information. This
is discussed later in this document in the Routing Rule Delegation Maintenance section.

Click aDelegation Ruleld togotothe Delegation Rulelnquiry screenfor that Rule. Thisscreen displays
specific information about how this Ruleis set up in Rice. This screen is discussed later in this document
in the Delegation Rule Inquiry section.

Click aParent Rule Id or a Name to go to the Rule Inquiry screen, where you can see details about that
Parent Rule ID. More information about this screen can be found in the Rule Inquiry section of this User
Guide.

Click a Rule Template to go to the Rule Template Inquiry screen. More information about this screen
can be found in the Rule Template Inquiry section of this User Guide.

The standard export options apply to this list of search results. An explanation of the export options can
be found in the Common Features and Functions section of this User Guide.

Delegation Rule Inquiry

Figure 4.35. Delegation Inquiry

Delegation Rule w hide

Delegation Rule Id: 164]
Parent Rule Id: 1046

Person Responsibilities

- hide

Group Responsibilities

Role Responsibilities

Responsibility Id:
Document Type:
Rule Template:
Description:
From Date:

To Date:

Force Action:
Active:
Delegation Type:

- hide

Person:
Action Request:
Priority:

= hide

2022

TravelRequest
WorkflowDocumentDelegationTemplate
Userd Destination Routing Secondary Delegation

Yes
Yes
Secondary

user?

0
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This screen provides specific information on how a Rule works. From this screen, you can either click the
close button to return to the previous screen or you can export an XML version of this information.

The fields on this screen are described in the Rule Maintenance section of this document.
Delegate Routing Rule Creation

Figure 4.36. Delegation Rule: Create New Screen

Delegate Routing Rule Creation

Choose Parent Rule ~ hide

Select parent rule: %

continue

To createanew Delegate Routing Rule, start by selecting aParent Ruleto associate with your new Delegate
Rule:

1. Do afield lookup on the Select parent rule field.

2. This displays the Rule Lookup screen where you search in the Rules your institution has defined in
Rice to find the appropriate Parent Rule for your new Delegate Routing Rule.

3. When you have found the appropriate Parent Rule, click its return value link to return to the Delegate
Routing Rule Creation screen with this Parent Rule.

Figure 4.37. Delegate Routing Rule: Create New, Parent Selection

Delegate Routing Rule Creation

[ Choose Parent Rule  hide N

N
Select Parent Rule

Select parent rule: | workflowdocumenttemplate description '

Select Parent Responsibility to Delegate From

Select Reviewer Type Action Request Code
admin PERSON APPROVE

continue

4. Information from the Parent Rule you selected is now in the Select Parent Responsibility to Delegate
From section of the Delegate Routing Rule Creation screen.

5. Click the Select button for this parent Rule.
6. Click the continue button.

7. Rice displaysthe Routing Rule Delegation screen. Use this screen to enter information for your new
Rule. Thisis described in the Routing Rule Delegation M aintenance section (next).

Routing Rule Delegation Maintenance

You can use the Routing Rule Delegation document screen for both editing existing Delegation Rules
and for adding new Delegation Rulesto Rice.
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Figure 4.38. Routing Rule Delegation: Overview

Doc Nbr: 3007 Status: INITIATED
Routing Rule Delegation |-
Initiator: admin Created: 06:55 PM 07/30/2009
expand all_| [ collapse ail
* required field
Document Overview [vahow]
| Delegation Details ¥ show
| Delegate Rule » show
| Persons ¥ shaw
| Groups ¥ show

| Notes and Attachments (0) ¥ shaw

| Ad Hoc Recipients b show

[ Route Log » show

submit save blanket approve || close | cancel

Note

When Rice first displays the Routing Rule Delegation screen, all of the tabs except the Notes
and Attachments, Ad Hoc Recipients, and Route Log tabs, are expanded. They are all collapsed
in the screen print above so you can see al of them.

Document Layout

The Routing Rule Delegation screen you see when creating a new Rule has eight tabs:

» Document Overview

Delegation Details

» Delegate Rule

* Persons

» Groups

» Notes and Attachments

» AdHoc Recipients

* RoutelLog

The Delegation Details, Delegate Rule, Persons, and Groups tabs are discussed in the sections that

follow. The remaining four tabs are commonly used throughout Rice and are described in the Common
Features and Functions section of the User Guide.

Delegation Details Tab

The Delegation Details tab is where you associate a Parent Rule with a Delegate Rule. It is aso where
you assign the Reviewer role.

The Delegation Details screen is displayed differently, depending on whether you are creating anew Rule
or editing/copying a Rule. The version you see when creating anew Rule looks similar to this:
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Figure 4.39. Routing Rule Deleation: Details Section

Delegation Details

New
Parent Rule

Parent Rule Responsibility

Parent Rule Id: 1034
Description: |workflowdecumenttemplate description

Reviewer: admin
Type: PERSON
Action Request: APFROVE

The information displayed is a copy of the information for the Parent Rule. Descriptions of these fields
are below. Change this information as needed, then click the submit button to create this new Rule.

The version you see when editing or copying a Rule looks similar to this:

Figure 4.40. Routing Rules Delegation: Edit/Copy View

Delegation Details

od
Parent Rule

Parent Rule Responsibility

Parent Rule Id:
Description:

Reviewer:
Type:
Action Request:

1046
Destination Rule

userd
PERSON
APPROVE

New
Parent Rule

Parent Rule Id: 1046

Description: |Destination Rule
Parent Rule Responsibility
Reviewer: userd
Type: PERSON
Action Request: AFFROVE

When you first see this version, the information in both columns is the same. You can modify the
information in the fields in the right column, but not the left column. After changing the information
appropriately in the right column, click the submit button to save your changes to this Rule.

The fields are the same in both versions of the screen:

Table 4.8. Routing Rules Delegation Attributes

Field Description

Parent Rule Id Rule Id of the Parent Rule for this Rule

Description General description of this Rule

Reviewer The person responsible for reviewing a document in the routing process for this Rule
Type The Type of the Reviewer

Action Reguest The type of Action this Reviewer can take. This may be:

Delegate Rule tab

« Acknowledge
« Complete
* Approve

. FYI

The Delegate Rule tab is displayed differently, depending on whether you are creating a new Rule or
editing/copying a Rule. The version you see when creating a new Rule looks similar to this:
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Figure 4.41. Routing Rules Delegation: Delegate Rule Tab

Delegate Rule

New

Document Type: EDENSERVICE-DOCS
Rule Template: WorkflowDocumentDelegationTemplate
* Delegation Type: @ primary Secondary Both

* Description:

From Date: |

| G

To Date: |
* Force Action:
* Active: | [V

Enter the appropriate information for your new Delegate Rule in these fields. There are descriptions of
each of these fields below.

The version you see when editing or copying a Rule looks similar to this:

Figure 4.42. Routing Rule Delegation: Delegate Rule Tab, Edit/Copy View

Delegate Rule ~ hide \
old New
Document Type: |TravelRequest Document Type: TravelRequest
Rule T WorkflowDocumentD: Template Rule Template: WorkflowDocumentDelegationTemplate
Delegation Type: Secondary * Delegation Type: Primary @ Secondary Both
. |A4CAF5AA-5352-5ECE- T s
Mame: |1\, s 57 7FD066FDS0 Mame: [A4CAF5AA-5352-5ECE-D2CA-STTF
Userd Destination Routing Secondary Delegation
_ |Usera Destination Routing Secondary . e
Description: b oo tion Description:
From Date: From Date: | =
To Date: To Date: | M|
Force Action: Yes * Force Action: |/
Active: Yes * Active: |V

When you first see this version, the information in both columns is the same. You can modify the
information in the fields in the right column, but not the left column. After changing the information in
the right column appropriately.

The fields are the same in both versions of the screen:

Table 4.9. Routing Rule Delegation: Delegate Rule Tab Attributes

Field

Description

Document Type

The Document Type defines the routing definition and other propertiesfor aset of documents. Each
document is an instance of a Document Type and conducts the same type of business transaction
as other instances of that Document Type.

Rule Template

A Rule Template serves as a pattern or design for routing Rules.

Delegation Type

Required. Options for Delegation Type are:

» Primary: This means that the delegator turns over full authority to the delegate. The Action
Requests for this delegator only show up in the Action List of the primary delegate. A primary
delegate must be registered in KEW to be in effect.

« Secondary: This means that the secondary delegate acts as a temporary backup delegator who
has the same authority as the primary approver, or the secondary delegate acts as the delegator
if the delegator is not available. Documents appear in the Action Lists of both the delegator and
the secondary delegate. When either person acts on the document, it disappears from both Action
Lists. A secondary delegate must be registered in KEW as being in effect for a specific time
period(s).

* Both

Name

he unique Name of the routing delegate Rule you are creating or editing.
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Field Description
Note: You arenot required to enter aName, but if you don’t, Riceassignsaunique Nameto the Rule.

Description The general description of the Rule

From Date The start date of the routing Rule

To Date The expiration date of the routing Rule

Force Action ThisisaYesor No flag. A checkmark means Y es, blank means No.

Active A True/False flag to indicate whether this Routing Delegate Rule is active in Rice. If it is active,
you can useitin Rice.

Persons tab

Rice displays the Per sons tab differently, depending on whether you are creating a new Rule or editing/
copying a Rule. This tab lets you add people to the Rule and set the type of Action each person needs to
take under this Rule. The version of the Persons screen that you see when creating a new Delegate Rule
looks similar to this:

Figure 4.43. Routing Rules Delegation: Persons Tab

Persons * hide L
New Person
* Person: | 8

* Action Request: -
* Priority: ||
add

Enter the appropriate information for the Persons section of your new Delegate Rule in thesefields. There
are descriptions of each of these fields below.

The version you see when editing or copying a Rule looks similar to this:

Figure 4.44. Routing Rules Delegation: Personstab, Copy/Edit View

Persans I~ hide

New Person
* Person: 3

* Action Request: | ACKNOWLEDGE ~

* Priority: |
add
= lide | person ( admin - APPROVE )
old New
Person: admin * Person: admin a4
Action Request: APPROVE * Action Request: | APPROVE -

Priority: 1 * Priority: |1

Use the top portion of this tab to add a new Person to this Rule and set the Action that Person needs to
take and its Priority. Use the lower portion of this tab to change existing values for this Rule.

Note

When you create anew person, you must click theadd button when you have entered information
in the three required fields.

Table 4.10. Routing Rules Delegation: Persons Tab Attributes

Field Description
Person Required. An individual user who receives the document for the Action Requested.
Action Request Required. The type of Action this person needs to take. This Action may be one of these:
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Field Description
« Acknowledge
« Complete
* Approve
e FYI
Priority Required. The priority associated with the Person in this Rule. Oneis the highest Priority.
Groups tab

The Groups tab differently, depending on whether you are creating a new Rule or editing/copying a Rule.

The version you see when creating

anew Rulelooks similar to this:

Figure 4.45. Routing Rules Delegation: Groups Tab

Groups

New Group

* Namespace: | S
* Name: |

* Action Request:

* Priority:

(o]

| ACKNOWLEDGE ~

Enter the appropriate information for the Groups section of your new Delegate Rulein these fields. These

fields are described below.

The version you see when editing or copying a Rule looks similar to this:

Figure 4.46. Routing Rules Delegation: Groups Tab, Edit/Copy View

Groups ~ hide

New Group

Action Request: APPROVE

Priority: 1

* Priority: |
add
~ e | Group ( KR-WKFLW - WorkflowAdmin - APPROVE )
old New
Namespace: KR-WKFLW * Namespace: KRWKFLW &
Name: WorkflowAdmin * Name: |[WordlowAdmin a4

* Namespace: | &

* Name:

* Action Request: | ACKNOWLEDGE =

* Action Request: | APPROVE

* Priority: |1

Use the top portion of this tab to add a new Group. Use the lower portion to change existing information

for a Group.

Note

When you create a new group,
required fields.

you must click the add button after you enter information in the

Table4.11. Routing Rules Deleation: Groups Tab Attributes

Field Description

Namespace The Namespace to which this Group will belong. A Namespace is a way to set both Permissions
and Entity Attributes. Each Namespace instance is one level of Permissions and Entity Attributes
and isonerecord in Rice.

Name The unique name of this Group

66



KEW

Field Description

Action Request Required. The type of Action this Group is expected to take. The Action may be one of these:
» Acknowledge

* Complete

« Approve

.« FYI

Priority Required. The priority associated with the Group in this Rule. One is the highest Priority.

Rule Lookup

The Rice system provides a quick and convenient way to obtain information on Rules through the Rule
L ookup feature. This feature also provides an entry point to creating a new Rule through the create new
function.

Figure 4.47. Workflow Channel: Routing Rules Link

Sample Travel Application Workflow Notification
« Create New Sample Application Travel Request (KualiDocumentActionBase « User Preferences « Notification Search
» Travel Account + OQuicklinks + Channel Subscriptions

» Travel Fiscal Officer
» Travel Account Type
» Travel Account Use Rate

« Delivery Types

OUGTY ROTES Defegation
« Routing and Identity Management Document Type Hierarchy
« eDoc Lite

» People Flow

To access the Rule L ookup screen click on Routing Rules on the Rice Main Menu.

The Rule Lookup screenis used to view, edit or copy information about routing rules defined in Rice. It
is also the starting point for creating a new rule using the Routing Rule Creation screen.

Figure 4.48. Routing Rules L ookup

Rule Lookup 2]

create new

required field

Document Type: A

Rule Template: %

Description:
Group Reviewer Namespace: | A
Group Reviewer Name: | a
Person Reviewer: S
Person Reviewer Type: User ) Group Member @ Both

Rule 1d:
Active: Yes No @ Both

soarch clear cancel

Click on the create new button to go to the Routing Rule Creation screen. The process for creating a new
Routing Ruleis discussed in the Routing Rule Creation section of this document.

To limit your search results you can select one or more of the available search criteria.

The fields on this screen are described in the Rule M aintenance section of this document.
Note

Ruleld isauniqueidentification number for aparticular rule template; therefore, search by rule
Id can produce the most accurate search result.
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If you are not familiar with the search criteria provided above you can simply click on the sear ch
button and the Rule Lookup page will automatically provide alist of rule templates.

Rule Lookups return alist that looks similar to the following:

Figure 4.49. Routing Rules L ookup: Results Example

Actions Name Rule 1d Rule Template Active Dacument Type Delegate Rule
edit copy SendNotificationRequest.Reviewers 1044 ReviewersRouting Yes SendNatificationRequest No
edit copy |TravelRequest.Destination.LasVegas 1046 TravelRequest-DestinationRouting Yes TravelRequest No
edit copy TravelRequest.Supervisor 1049 TravelRequest-TravelerRouting Yes TravelRequest No
edit copy TravelReguest.DeanDirector 1050 TravelRequest-SupervisorRouting Yes TravelRequest No
edit copy TravelRequest.FiscalOfficer 1051 TravelRequest-SupervisorRouting Yes TravelRequest No
edit copy 659D8671BDD514C7EQ404FB189D877C3 1052 TravelRequest-AccountRouting Yes TravelReguest No
edit copy eDoc.ExamplelDoctype.IUB 1103 eDoc.Examplel.Nodel Yes eDoc.ExamplelDoctype No
edit copy |eDoc.ExamplelDoctype.IUPUIL 1106 eDoc.Examplel.Nodel Yes eDoc.Example 1 Doctype No

RecipeMastersGroupApproval 1642 Yes RecipeParentMaintenanceDocument No
ChickenRecipeMastersGroupApproval 1643 Yes RecipeMaintenanceDocument No
MagazineGroupApproval 1644 Yes RecipeMaintenanceDocument No

Clicking edit on any lineitem takes you to the Rule M aintenance Document Type Document whereyou
can perform maintenance on that rule. This is discussed later in this document in the Rule Maintenance
section.

Clicking copy on any line item takes you to the Rule M aintenance Document Type Document where
you can add a new rule based upon the rule you are copying. Thisis discussed later in this document in
the Rule Maintenance section.

Clicking a Rule 1d will take you to the Rule Inquiry screen for that specific rule. Thisis discussed later
in this document in the Rule Inquiry section.

Clicking a Document Type will take you to the Document Type Inquiry screen for that specific rule.
Thisisdiscussed in the Document Type Inquiry section of the User Guide.

The standard export options apply to this list. Explanation of the export options can be found in the
Common Features and Functions section of the User Guide.

Rule Inquiry

Figure 4.50. Routing Rules Inquiry

Rule » hide

Document Type: EDENSERVICE-DOCS
Rule Template: | WorkflowDocumentTemplate
Description: | workflowdocumenttemplate description
From Date: |08/02/2008
To Date: |01/01/2100
Force Action: No
Active: |Yes

Person Responsibilities ~ hide

- I | person ( admin )
Person: admin

Action Request: APPROVE

Priority:

Group Responsibilities = hide

Role Responsibilities ~ hide

export || close

This screen provides specific information on how the Ruleis set up in Rice. The fields on this screen are
described in the Rule M aintenance section of this document.
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Routing Rule Creation

Figure 4.51. Routing Rules Creation

Routing Rule Creation

Create New Rule * hide
*Document Type: DocumentTypeDocument

*Rule Template: |workflowDocumentDelegationTemplate 'S

When creating a new Routing Rule you start by entering the Document Type and the Rule Template
you want associated with your new Rule, then click the continue button. This takes you to the Rule
Maintenance Document Type Document described in the Rule M aintenance section that follows.

Table 4.12. Routing Rule Creation Attributes

Field Description

Document Type Y ou can select a new document type by clicking on the field lookup button located at the right side

of the Doc Typefield.

Rule Template The name of the Rule Template with which this rule is associated. A Rule Template serves as a

pattern or design for the routing rules and is a mechanism for providing configuration information
torules.

You can select a new template by clicking on the field lookup button located at right side of the
Rule Template field.

Routing Report

The routing report is atool to check workflow routing. Y ou select a rule template and enter any routing

data required by the rule template. Y ou can then view the workflow routing that would be assigned to
such a document.

Figure 4.52. Workflow Channel: Routing report

Sample Travel Application Workflow

Notification
« Create Mew Sample Application Travel Reguest (KualiDocumentActionBase * User Preferences « MNotification Search
» Travel Account il o  Channel Subscriptions
* ToaverFecal Drcer i fopart * Belden Toes
» Travel Account Type TR
# Travel Account Use Rate « Routing Rules Delegation
* Routing and Identity Management Document Type Hierarchy
» eDoc Lite
* People Flow
KRMS Rules

Using the Report

In the default implementation of Rice you can find the link to the Routing Report on the "Main" tab
of the portal inside the "Workflow" pane. If for some reason the link is not visible on the "Main" tab
you can dtill directly navigate to the Routing Report. To access the tool directly, replace the last part of
the Rice Portal URL (portal.jsp) with kew/RoutingReport.do (for example, http://my.kuali.host/kuali/

portal.jsp would become http://my.kuali.host/kuali/kew/RoutingReport.do). The following page is
displayed:
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Figure 4.53. Routing Report: Template Selection

Routing Report

Select A Rule Template [ Please select a template +)

Select a Rule Template

The first thing to do is select the rule template to use for the test from the drop-down list. When you select
atemplate the page will update to show the routing data that you need to enter to run the test:

Figure 4.54. Routing Report: Template Selection, Detail

Routing Report

Select A Rule Template [ eDoc.Example1.Node1 +)

Enter Routing Data

Effective Date: 12/02/2011 | ) Time: (5 [%)
Document Type: >
campus: (=5

view results

Enter Routing Data

The data entry fields for the routing data use the standard controls described in the Standard Buttons on
L ookup Screens document. Here is the example with the routing data:

Figure 4.55. Routing Report: Routing Data Entry

Routing Report

Select A Rule Template [ eDoc.Example1.Nodel ‘)

Enter Routing Data

Effective Date: 12/02/2011 | [rg| Time: (5 %)
Document Type: eDoc.Example1Doctype | '
Campus: [s T:]

view results

The specific information you need to enter is specific to the rule template you selected. Once you have
entered the information, click the button to display the report:

Figure 4.56. Routing Report: Route Log View

Route Log refresh

[ 1D: ~ hide \

Title Routing Report

Type eDoc.Examplel Request DocumentType Created

Initiator 2dmin, admin Last Modified

Route Status INITIATED Last Approved

Node(s) Routing Report Finalized
" Pending Action Requests + hide .

Action Requested Of Time/Date Annotation
PENDING
.Example1.1UB.Warkaroup :
¥ show APPROvE eDoc.Example1.IUB.Workaroup (Secondary Delegate) 09:19 PM 12/02/2011
J
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Report Contents

The upper section of the report (labeled “1D: 0”) contains the basic document information fields asiif this
was an actual document; several fields are blank since there is no actual document.

Thelower section of thereport (labeled “ Pending Action Requests’) contai nsthe routing that the document
would be given. Clicking the button on any action displays more detail of the action:

Figure 4.57. Routing Report: Route Log View, Pending Action Requests

Node(s) Routing Report Finalized
[ Pending Action Requests ~ hide \
Action Requested Of Time/Date Annotation
PENDING
= .Example 1.IUB.Workaroup :
hide APPROVE eDoc.Examplel.TUB.Workgroup (Secondary Delegate) 09:19 PM 12/02/2011
Node eDoc.Examplel.Nodel
Priority 1
Approval Policy | Single Approval Required
Forced Action false
Rule 1103
\ J

Rule Maintenance

The Rule Maintenance Document Type Document screen is used for both editing existing Rules and
for adding new Rulesto Rice.

Figure 4.58. Rule Maintenance Document Type Document

. " Doc Nbr: (3069 Status: |INITIATED
Rule M; D t Type D =
Initiator: |admin| Created: [09:25 PM 12/02/2011
expand all | [ collapse all

* required field
(" Dacument Overview = \
(" Rule ¥ show \
/" Rule Attributes ¥ show A
[ Ppersons ¥ show 8
[ Groups ¥ show L
[ Notes and Attachments (0) ¥ show L
[ Ad Hoc Recipients ¥ show L
/" Route Log ¥ show \
L J

submit save blanket approve | [ close || cancel 1

When Rice presents the Rule Maintenance Document Type Document screen al of the tabs
except the Notes and Attachments, Ad Hoc Recipients and Route Log are expanded.

Document Layout

The Rule Maintenance Document Type Document screen you see when creating a new rule is composed
of seven tabs:

» Document Overview
* Rule
* Persons

e Groups
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» Notes and Attachments

» AdHoc Recipients

* RouteLog

The screen you see when you are editing an existing Rule includes an additional tab called Roles.

The Rule, Persons, Groups and Roles tabs are unique and are discussed in the sections that follow. The
remaining four tabs are commonly used throughout Rice and are described in the Common Features and
Functions section of the User Guide.

Rule tab

TheRuletabis presented differently depending on whether you are creating anew Rule, or editing/copying
aRule. The version you see when creating a new Rule looks similar to this:

Figure 4.59. Rule Maintenance Document Type Document: Rule Tab

Rule

« hide \

Document Type: DocumentTypeDocument
Rule Template: WorkflowDocumentDelegationTemplate
Name:

* Description:

From Date:

BB}

To Date: |
* Force Action:

* Active:

The version you see when editing or copying looks similar to this:

Figure 4.60. Rule Maintenance Document Type Document: Rule Tab, Edit/Copy

View
Rule [Fhae]
old New
Document Type: EDENSERVICE-DOCS Document Type: EDENSERVICE-DOCS
Rule Template: WorkflowDocumentTemplate Rule Template: WorkflowDocumentTemplate
Name: |659D86718DCE14C7E0404F8189D8B77C3 Name: [(6550867180CE 14C7ED404F8185(
workflowdocumenttemplate description
Description: flowdoc descriptior * Description:
From Date: 08/01/2008 From Date: [08/01/2008 [
To Date: |01/01/2100 To Date: [01/01/2100 | [
Force Action: No * Force Action:
Active: Yes * Active: [/

Table 4.13. Rule Maintenance Document Type Document: Rule Tab Attributes

Field Description

Document Type The Document Type defines the routing definition and other propertiesfor aset of documents. Each
document is an instance of a Document Type and conducts the same type of business transaction
as other instances of that Document Type.

Rule Template The name of the Rule Template with which this rule is associated. A Rule Template serves as a
pattern or design for the routing rules and is a mechanism for providing configuration information
torules.

Name The unique Name of the routing Name you are creating or editing.

Note: Itisnot required that you enter aName, but if you don’t the system will assign aunique value.
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Field Description

Description The general description for the rule selected.

From Date The start date of the routing rule.

To Date The expiration date of the routing rule.

Force Action Force Action is used to control workflow routing by making the rule actions mandatory. Thisisa
yesor no flag. A check meansyes, blank means no.

Active A true/falseflag to indicate if Routing Ruleis active in Rice can be applied or not.

Persons tab

The Persons tab is presented differently depending on whether you are creating a new Rule, or editing/
copying aRule. The version you see when creating a new Rule looks similar to this:

Figure 4.61. Rule Maintenance Document Type Document: Person Tab

Persons » hide \

New Person
* Person: | a
* Action Request: -
* Priority: ||
[Coad ]

The version you see when editing or copying looks similar to this:

Figure 4.62. Rule Maintenance Document Type Document: Person Tab, Edit/Copy
View

Persons [ hide

New Person

* Person: 3

* Action Request: | ACKNOWLEDGE ~

* Priority: |
add
- lide | person ( admin - APPROVE )
old New
Person: admin * Person: admn a
Action Request: APPROVE * Action Request: .APPROVE -
Priority: 1 * Priority: ||

Table 4.14. Rule Maintenance Document Type Document: Person Tab Attributes

Field Description

Person Anindividua user who receives the document for the Action Requested.

Action Request The type of action this person can teke.
« Acknowledge
« Complete
* Approve
e FYI

Priority The priority associated with the person in this rule. Lower values mean higher priorities, with 1
being the highest priority.

Groups tab

The Groups tab is presented differently depending on whether you are creating a new Rule, or editing/
copying a Rule. The version you see when creating a new Rule looks similar to this:
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Figure 4.63. Rule Maintenance Document Type Document: Groups Tab

Groups [=hide

New Group

* Namespace: Y
* Name: [ &
* Action Request: :QCKNDWLEDGE -
* Priority:
[Cadd |

The version you see when editing or copying looks similar to this:

Figure4.64. Rule Maintenance Document Type Document: Groups Tab, Edit/Copy

View

Groups ~ hide

New Group

* Priority: |
add
¥ e | Group ( KR-WKFLW - WorkflowAdmin - APPROVE )
old New
Namespace: KR-WKFLW * Namespace: |KRWKFLW bt
Name: WorkflowAdmin * Name: |[WordlowAdmin L
Action Request: APPROVE * Action Request: | APPROVE -
Priority: 1 * Priority: [[1
delete

\

* Namespace: | 3
* Name: | &

* Action Request: | ACKNOWLEDGE ~

The top portion of this tab is used to add a new Group while the lower portion is used to change existing

values.

Table 4.15. Rule Maintenance Document Type Document: Groups Tab Attributes

Field Description

Namespace The Namespace to which this Group will belong. A Namespace isaway to scope both Permissions
and Entity Attributes. Each Namespace instance is one level of scoping and is one record in the
system.

Name The unique name of the Group.

Action Request The type of action this Group is expected to take.
« Acknowledge
* Complete
» Approve
e FYI

Priority The priority associated with the Group in this rule. One being the highest.

Rule Template Lookup

The Rules Template L ookup function is available from any screen with the field lookup button next to
the Rule Template field. Simply click on the button and you will go a screen that looks like this.
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Figure 4.65. Rule Template L ookup

Rule Template Lookup 5

* required field

Name: |
1d:
Description: |

search clear cancel

The Rule Template Lookup page will automatically provide a complete list of the rule templates. You
can reduce the number of items returned by your search by entering values in the fields, or if you are not
sure or familiar with the key word(s) for the search criteria, simply click on the search button.

Figure 4.66. Rule Template L ookup: Results Example

[ Return value | 1d Name Description | Delegation Rule Template
retyrn valye 1015 |WorkflowDocumentDelegationTemplate WorkflowDocumentDelegationTemplate

return value 1016 WorkflowDocumentTemplate Workflow Document Template

|ceturn value 1017 AckiTemplate Acknowledgement 1 Template

return value 1018 Ack2Template Acknowledgement 2 Template

return value 1019 |RemoveReplaceWorkgroupTemplate Remove/Replace Workgroup Routing

return value | 1021 |RemoveReplaceRuleTemplate Remove/Replace Rule Routing

return value 1023 |ReviewersRouting Routes to channel reviewers

Clicking on the Id field will take you to the Rule Template Inquiry screen for that particular Rule
Template.

Table 