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100.BHX: Introduction to K2 Applications with K2 Designer
i . >

Duration: s el Video

Introduction to K2 Applications with K2
Designer

Using K2 Designer to build simple applications

How Data, Forms, and Workflows are used to build an application
Integrating with external systems with SmartObjects

Integrating with external systems with Workflow wizards

Using SmartObjects in Forms and Workflows

Workflow concepts: escalations, task slots, workflow patterns

The 100.BHX: Introduction to K2 Applications with K2 Designertraining module explains how to build K2 applications
in terms of Data, Forms and Workflows. In this module, we will use K2 Designer to build an application with Data
(SmartObjects), Forms (SmartForms) and Workflow.

This module covers the following concepts:

Using K2 Designer to build simple applications

How Data, Forms, and Workflows are used to build an application
Integrating with external systems with SmartObjects

Integrating with external systems with Workflow wizards

Using SmartObijects in Forms and Workflows

Workflow concepts: escalations, task slots, workflow patterns

Note

Although this module focuses on the web-based K2 Designer which may or may not be used by all organizations,
we will be explaining some fundamental concepts about the elements that make up an application, and the know-
ledge gained in this module will set the scene for other learning modules that delve further into Workflow and
SmartObjects. Therefore, even if you do not intend to use K2 Designer in your organization, we recommend that
you complete this learning module to build up your initial knowledge of K2 applications.
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Part 1. K2 Application Basics
I — ==

Video

PART 1
K2 APPLICATION BASICS

v SmartObjects basics
v SmartForms basics
v" Workflow basics

¥ Building simple applications with the browser-based K2 Designer

In Part 1 we will look at the basics of K2 applications that combine Data (SmartObjects), Forms (SmartForms) and
Workflows. We will be using the browser-based K2 Designer for this module. At the end of Part 1, we will build a simple

Leave Request Approval application from start to end. In Part 2, we will extend upon this basic version of the application
with more advanced Data, Forms and Workflows.
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EXERCISE 1: Leave Application (Basic Version)

application
= Data
-+ * Use K2 SmartBox to store Leave Request information
* Forms
Bal = Use a simple K2 SmartForm to capture the Leave Request data
- = Use the same form to approve the Leave Request
22/ = Workflow

= Update the status of the request as the workflow progresses

Note: A Mastery checkpoint will follow this exercise

EXERCISE 1: Leave Application (Basic Version)

= Scenario: Build the basic version of the Leave Request Approval

= Build a simple 1-step approval workflow to approve a Leave Request

é 60-90 mins

Video

Now that you are familiar with the basics of SmartObjects, SmartForms and workflows, let's build an application that
combines all these elements.

In this exercise, you will build a simple "Leave Request Approval" application start to end, including Data, Forms and
Workflow. We will be building and testing the application as one exercise; although this is a long exercise, it will give you
a good idea of the steps necessary to implement a simple K2 application from start to end.

The application components are described briefly below:

For the Data component, we will use a single SmartBox SmartObject to store the leave request data entered by the

user.

The Leave Request SmartObject

al
Bl [2* DESIGNER

Welcod

KZ Designer 1
Search: (¥ T

= 5 K2 Designer
@ wy ems
= P AE e
# 7 Active Darectory
—
21 Demo
# 1 Exchange
E P HowTek2
= = Leave Reguest Application
® [ Forms
B [ smanobjects
g Leave Reguest SmartObjec

® ] views

B [ workflows
# ) SharePoint 2013
® [ system
BT Task Allpcation

0 workflow
# 21 Workdlow Metifications
0 Workflew Reports
# [0 Recent ftems

SmartObject Designer [Leave Request SmartObject) > Define Properties
@ Intreduction @ General @ Def

SmartObject Properties
i acd )

Hame

1] The key used to identify a specific record.

Leave Request Tale
Employes Name
Employes Emall
Leave Start Date
Leave End Date
Leave Type
REquester Comments

Raquest Status

@ remove all

Descripbon

@ Configure Asscciations (Optional]) & Finished
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fr Autonumber
\i Text
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For the Forms component, we will use basic SmartForms Views and Forms as the user interfaces for this application,
to allow users to enter and review the leave request data. For this exercise, we will only do basic configuration of the
Views and Forms; the main purpose is just to get you familiar with how Forms fit into an application.

@@[9 hitps:/ /i denalscconnRuntime Runtime Form/Leave sRequets 2 = @ € 502 Designer - Powered by | & Lewve RequestForm X [ ok B

o5 B0 K2Designer B0 K2 Workspace B Portad B €A B Dev B BI BB Search [ Postal (Clairns) iy CRM 8 0w S ECP [0 3RS Qg ADFS 5.0 2 Senvices

Learve Request

Learve Request Title Wacation Leave for April
Employes Name Denallix Administrator
Emplayes Erasl Admirdstrator@denalliz.com
Learve Start Date 42372005

Leave End Date 43072005

Lesve Type Vacation Leave

Requester Comments My Apeil Time off

LEAVE RECHUEST TITLE EMPLOYEE MAME LEAVE START DATE LEAVE END DATE LEAVE TYPE RECHIEST STATUS

First Test Denallix Adminstrator Erdtri NS Study Leave

Test 2 up<dated title Denallix Administrator /26,205 WIS Sick Leave

On the Approval form, we will let K2 "inject" a control to allow the approver to Approve or Reject the leave request.

The approval form
'_a@| ) g dunBigomn Furtime RuntimefFormiLewe sRequestsFormT_Same=Wortfow Tark &Senalio= 10000 9 = @ C [ OWSpNcRS] &) Lewve Reg... ¥ |_| L

s B Porat @A [ Dev B 01 B Senech B Poral iClaime) g R0 R W L ECP ) 555 |G ADFS| 2 12 Designer 32 K2 Services &0 K2 SartObject Senvices 508 K2 Warkapace

Felia: Test3

Activity Mame: Approve Leave Request

Intruetice Flease review and approve this requesd

Select Action: v

Leave Regquet Title Test 3

Empleyror Hame Denallix Adreinis traier

Emplasyee Emad Adenisnraton@denallin.com

Leave Start Date 26205 =
Leave End Date RTINS =t
Leave Type Study Leave L)
Requester Comments Test 3 comenents

LEAVE REQUEST TITLE EMPLOYEE NAME LEAVE START DATE LEAVE END DATE LEAVE TYPE REQUEST STATUS
Farat Teat Denallix Adirinistrates 3282008 12T S Study Leave Approved

Tesi 2 upaied title Denallix Administraicr reramg Ianans Sick Leave Rejecied

The workflow will be a very simple, single-step approval style workflow. In addition to the User Task where the approver
will approve the request, we will add server events that will update the status of the request as the workflow progresses.
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The Leave Request Approval workflow

Approve T Continuel /
| E A
Set Status Approved Placeholder
Start T Continue e
:

Set Status Submitted Approve Leave Reg :
—_—
/A

Set Status Rejected Placeholderl

When you are ready, continue on to to review the design of
the application, and then you can start building the application as described in

Leave Request Approval (V1 or "Basic" version)
This tutorial explains how to build a simple Leave Request Approval application, using K2 Designer to build an applic-

ation with Data (SmartObjects), Forms (SmartForms) and Workflow elements. The tutorial is intended for users new to
K2, or with little K2 experience.

This tutorial can be completed in any environment that has K2 version 4.6.9 or later installed. K2-delivered training
events normally include access to a Virtual Server environment provided by K2 which you will use for the exercises.
The screenshots and users used in the tutorial reflect this K2-provided virtual environment. You can, however, com-
plete this tutorial in any other environment as long as the necessary K2 components are installed and operational. You
must also have the necessary rights and permissions to create the K2 artifacts in the target environment.

Some tutorials require that you have internet access to be able to connect to an external SQL database used for retriev-
ing data. Those tutorials contain expanded information on internet connection requirements.

Leave Request Approval Application Overview

K2 applications consist of four main components: Data, Forms, Workflows and Reports. This tutorial is intended to
give you an entry-level understanding of the Data, Forms and Workflow components and how these work together to
build a K2 application. For this particular application, we will use a SmartBox-based SmartObject as the Data com-
ponent, a K2 smartforms-based Form as the Form component and a simple, single-approval workflow. All the com-
ponents in this application will be designed using K2's browser-based K2 Designer tool.

Understanding the Main Components of K2
The following is an overview of each component and how they integrate with each other to form a complete K2 Applic-
ation.

Data represents information that could reside in a variety of sources including SharePoint lists, Active Directory, SQL
Server, CRM, SAP and other systems. K2 interacts with these data sources primarily through a technology called
SmartObjects. SmartObjects are the connections made to the data sources and the data source properties and meth-
ods that are returned through those connections.

Forms represent the User Interfaces that people use to capture and view information and potentially start a workflow or
complete tasks during a workflow. For this Application, we will use a technology called SmartForms, which allow you to
easily create User Interfaces incorporating SmartObjects, Controls, Rules and Workflow integration. (With K2, you can
also use other Forms technologies such as web-based forms and InfoPath, among others. You are not limited to only
SmartForms.)

Workflows provide the mechanism for moving data along in a logical sequence of events and tasks.

Reports are automatically available and generally use K2 Workspace as the Report and Administer tool for K2 Applic-
ations. You can also create dashboard-style Reports using reporting controls found in K2 Designer. (This application
will not feature any custom reporting components.)
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Designing K2 Applications

Before starting to build an application, it is important to perform some preliminary design to decide exactly whatwe
need our application to accomplish. If your application has a workflow component, a good place to start is to create a
flowchart to determine what tasks need to take place and who (or what) will be performing them. Following that, design
the Forms (User Interfaces) to determine what data is needed for the users to complete their work. Finally, design the
Data elements for the application based on what you discovered during the Workflow and Forms design stages.

Leave Request Workflow
The key to a successful workflow is to completely understand the steps of the process. What are the steps necessary to
accomplish our workflow goal? Who (or what) will be performing these steps and what happens during the step?

Avery good approach for this is to map the workflow as a flowchart on paper or using any number of software tools.
The flowchart below was created with Visio, but you can use any method, even paper and pencil. What is important is to
determine the steps in the workflow, how those steps are connected and what happens during those steps.

Below is an example of a workflow design for the basic version of the Leave Request Approval application. This flow-
chart represents a swim-lane format, where we have separated the User Tasks and System Tasks into separate lanes.

5
§
- Submit Leave
'5 Reguest
E
5
[N
5 pproval Task
3 assigned to the Approval
& originator’s Decision
& manager
Approved
Rejected
Set Status to Set Status to
Submitted . Approved
E
a
: (o)
@
Set Status to
Rejected

There are two swim-lanes for User Tasks. The first is the Form Originator, or the person submitting the form for the first
time. The second swim-lane represents the Approver lane, in our case this will be the form originator's manager. The
third lane represents System Tasks, or tasks that K2 will manage behind-the-scenes.

Notice that along the way, the workflow may move from one lane to another lane. K2 seamlessly interacts with both
human and system components.

K2 Workflow concepts: Process, Workflow, Steps and Events

When working with K2 workflows, a basic understanding of some terms and definitions will be valuable. A Process or
Workflow is a container for all of the steps that make up a workflow. These Steps contain Events that define the actual
work to be performed, which in turn might be performed by the K2 Server (System steps) or a human (Client steps).
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The diagram below shows the eventual implementation of the workflow design, along with the specific K2 terms high-
lighted.

Process
—

Events ———— . [ "
Approved | T Continuel
1 | A
[ Set Status Approved Placehol de-r
Start F} Continue | [=5
t Status Subrﬁttte Manager Approval I

(Manager) Rejected | [ Continue2 | :‘ 2
Steps - -
Set Status Rejected Placeholderl

Leave Request Forms

Once you have the workflow design, the next step is to design the Forms ("user interfaces") that will be used in each
step where users will interact with the workflow. In this application, there are two user steps: the first is when the work-
flow is Started, the second is when the manager needs to approve the leave request.

As with designing the workflow, you can use any tool you like to design the Forms, even pen and paper. The most
important part is to determine what values/fields should show on the Form to allow users to complete their tasks, and
whether there are any particular validation (e.g. what fields may be required) and behavioral (e.g. what happens when
the user clicks a button) requirements. The image below is a sample of what a screen design might look like.

Leave Request

Leave Flequetl! Title Vacation Leave for jpﬂll .ﬁ.l.ngmﬂu:.ill‘f populate

these values for the
Employee Name Denallin Administrator curend user

Employee Email Administratorfdenallix.com
Leave Start Date 4237205

Leave End Date 4/30/2015 feh Select from a
pradefined list
=" of leavw tvpes

Leave Type Vacation Leave e |

Requester Comments My April Time off

—

o — User should be able to
pemwide comments for their

Show all the learee recuest
previcus leave Create
entnes fof this uger Show whether the reguest

wible approved of rajected

Previodss Leave F:r_.:|...-_--:.r-.
LEAVE RECUEST TITLE EMPLOYEE NAME LEAVE START DATE LEAVE EMND DATE LEAVE TYFE REQUEST STATUS
First Test Denallix Adminktrator 312520015 2772005 Study Leave Approved

Test 2 updated title Denallix Adminktrator 3126/2015 327725 Sick Leave Rejected

SmartForms Concepts: Forms, Views, Controls, Rules and States

For this simple application we will use two K2 smartforms. SmartForms are browser-based forms, allowing the user to
access and submit the form without any additional client-side software installed on their computer. You don't HAVE to
use SmartForms for K2 applications: you are free to use a number of different technologies. SmartForms however,
provide easy and seamless integration between Data, Forms and Workflows and are the recommended approach for
building applications quickly. To better understand how SmartForms are used, it is important to understand a few basic
concepts.
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Forms
Aform is the main container for all of the form related elements. Typically, a form will contain one or more views and
controls. Forms can also have rules applied to them. A form is the "web page" that is exposed to users.

Views

Views are parts of a form broken down into logical sections. There are two types of views: Item Views and List Views.
Item Views contain the content from onerecord. List Views contain the content from multiple records, often displayed
as rows of data.

Controls
Controls are all of the bits and pieces that make up views and forms. They include form fields, labels, (submit) buttons,
images, etc.

Rules

Rules contain Events, Conditions and Actions. An event is when something occurs (such as a button clicked). A con-
dition checks to see if some criteria has been met (such as required form fields) and an action says do something if the
event and conditions are met (such as start the workflow). Rules provide dynamic functionality to your form.

States

A State is just a value that determines how the Form should behave. For example, a Form may have a Read-Only state
where rules will disable the Form for any input. Or it may have a "Workflow Task" state which indicates that the Form is
being used to complete a workflow task and therefore needs some workflow integration actions.

The image below explains some of these SmartForms concepts in terms of the Leave Request form:

Leave Request
Leave Request Title: qﬂrm
Employee Mame: Denallix Administrator
Employee Email: Administrator@denallix.com
Leave Start Date: f‘“}
Leave End Date: E Item

View
Leave Type: A
Requester Comments:
Request Status:

Controls ———— Create
Previous Leave Requests
LEAVE REQUEST... EMPLOYEE MAME LEAVESTART DA... LEAVE EMD DATE LEAVE TYPE REQUEST STATUS
List

Testing for the fi... Denallix Admini...  4/13/2015 4A15/205 Study Leave Approved .

View
Testing for the s...  Denallix Admini...  4/20/2015 4524/2015 Pald Time Off Submitted

Leave Request Data

Once we have our Workflow and Forms laid out and know what data we need to collect, we can plan our data sources.
Some questions to answer during this design stage are whether there is an existing system that can store the data, or
whether we need to create a new data store. Are there form fields that can be populated from data sources already in
existence, for example drop-down lists or search boxes? In this particular application we will assume there is no exist-
ing data source that can store Leave Request details, so we will be creating our own data storage area from scratch. To
keep things simple, we will leverage K2's built-in storage area called "SmartBox" so that we do not have to create the
underlying database ourselves.
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When designing the Data sources, try to identify the logical "objects" in the application, and then define the properties
for these objects. In this sample application there is only one logical "object", the Leave Request itself. We used a table
like this to describe the properties of this Leave Request object:

Leave Request Data Design

Name Data Type Notes

Leave Request Title Text Allows the user to enter a unique title for their leave
request

Employee Name Text The name of the employee who submitted the leave
request

Employee Email Text The email of the employee who submitted the leave
request

Leave Start Date Date The date on which the leave is due to start

Leave End Date Date The date on which the leave is due to end

Leave Type Text The type of leave. To keep the data clean, we want users
to select from a predefined list of leave types.

Requester Comments Long Text Allow the requester to add comments about their leave
request

Request Status Text The workflow will update the status of the leave request
as the request progresses (e.g. Submitted-Approved-
Rejected)

Building the application

Now that you have designs for each of the elements of the application, you can start building them. In most cases, build-
ing the application goes in the reverse order from designing it: start with the Data elements, then do the Forms ele-
ments and finally the Workflow elements.

When you are ready to start building the Leave Request Approval application, continue on to the Building the Leave
Request Application (V1 or "Basic" Version) section.

Building the Leave Request Approval Application (V1 or "Basic" Version)
This document contains the step-by-step instructions to build Version 1 (or the "basic" version) of the Leave Request
Approval Application. If required, please refer to the Application Design topic for an overview of the Application.

For clarity, this tutorial is divided into four parts: in Part 1, you are introduced to the data component by creating a
SmartBox SmartObiject to store your submitted form content. In Part 2, you concentrate on the forms component by cre-
ating the views and form necessary for your Application. In Part 3, you focus on the workflow component by building a
simple approval workflow and then editing the forms for the additional workflow integration tweaks. In Part 4, you will
test your application.

Part 1: Data

Most applications require some kind of Data storage. In K2, this data storage usually refers to K2 SmartObjects. Part 1

of this tutorial will introduce you to K2 SmartObjects by creating a SmartBox SmartObject. SmartBox is K2-provided stor-
age where K2 creates a dedicated table in the K2 database on SQL Server. For this scenario you will create a Leave
Request SmartObject which will store the leave request information entered by the user.

This part should take around 15-20 minutes to complete.

Note

If you are using a virtual environment provided by K2, you may log into your environment using the following cre-
dentials:

User Name: Denallix\Administrator

Password: K2pass!

Step 1: Prepare K2 Designer by adding new categories
The first step for creating your Leave Request Approval Application is to add categories in K2 Designer that will house
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your forms, views and workflow. Categories can be thought of as folders. While this step is not required, it is a good

practice to keep your K2 artifacts organized, especially as you begin to build larger applications.

Note
If you are using a virtual environment provided by K2, you may log into your environment using the following cre-

dentials:
User Name: Denallix\Administrator
Password: K2pass!

Step 1 Tasks

1. In K2 Designer, create a new category under All ltems and name it
K2 Learning

Note
If you are using an environment that is shared with other users, you may want to add your name to the

folder name, so that your application does not conflict with another user's applications.

2. Create a new category under K2 Learning and name it
Leave Request

3. Create three new categories under Leave Request and name them
Forms
SmartObjects
Views

Step 1 Walkthrough

a. Launch K2 Designer (Start > All Programs > K2 blackpearl > K2 Designer).
(If the shortcut is not on your desktop or if you are not using a K2-provided virtual machine for this
tutorial, check with your K2 administrator what the web address (URL) is for your K2 Designer envir-
onment, then open the site using a browser like Internet Explorer, Chrome or Firefox.)

| K2 blackpearl |J
K2 Designer

[&z] K2 Designer for Visual Studio 2013
K2 Management
,='lN K2 Package and Deployment

e K2 Server

i K2 Server (Service Account)
22 K2 Studio

[F] K2 Workspace

. Documentation

| Setup v
4  Back
Search programs and files L

Note
On the left side of the screen is the Category Browser. This is where your K2 artifacts (forms, views, work-

flows, etc.) will be stored. The All ltems category is the primary category for storing applications that you will
build. First you are going to create a main category for your applications called K2 Learning. As you work
through K2 tutorials, you can create categories under the K2 Learning category to keep your files organized.
Once again, note that creating categories is not a requirement to building K2 applications. It does however,
keep your K2 artifacts organized as you work through the tutorials.

b. Right-click All tems and select New Category.

K2 blackpearl Core
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K2 Designer

Search: (=) . -

= [T] k2 Designer
B 8 My Items
Bl [ All Ttem

. New Category
B crMl—

H [ Exch "% Refresh

¥ [ How 8] sort by Type

® [0 shareromc zurs
# |2 Recent Items

c. Name the new category
K2 Learning
then click OK.

New Category

X

Name: |[ 2 Learning | x

Description:

m r—

Note
If you are using an environment that is shared with other users, you may want to add your name to the folder

name, so that your application does not conflict with another user's applications.

Now you will create the categories specific to your Leave Request Basic application. Using the same steps as
above, you'll add folders that will store the Forms, Views and SmartObjects for your application.

d. Right-click the K2 Learning category and select New Category. Name the new category
Leave Request
then click OK.

e. Right-click the Leave Request category and select New Category. Name the new category
Forms
then click OK. This category will house the forms for your application.

f. Repeat the step above for two more categories and name them
SmartObjects

Views
These categories will house your views and SmartObject.

Your Category Browser should look like the image below.

= ™ K2 Learning
=l ™ Leave Request
] Forms
"] SmartObjects
T Views

STEP 1 REVIEW

In this step, you prepared the K2 Designer environment by creating categories (or folders) for your application (Leave
Request) and application artifacts (Forms, SmartObijects, Views). You created a main category (K2 Learning) that
you can use for future tutorials and for practice applications.

Step 2: Create a SmartBox SmartObject to store submitted leave request records
In this step you will create the single SmartObject required for the basic version of your application. This will be a
SmartBox SmartObject and you will manually define the properties ("columns" or "fields") to store the Leave Request
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details. K2 provides default methods (Create, Get List, Save) for creating the new record when a Leave Request is sub-
mitted, listing previous Leave Requests and updating the record's status property. You will use these methods in later
steps when configuring the Forms for the application.

Step 2 Tasks

1. Create a New SmartBox SmartObject under the SmartObjects category and name it
Leave Request SmartObject
and allow it to be used in workflows.

2. Add the following properties with their corresponding data types to the SmartObject.

Name Type Notes

ID Autonumber This field should be added already by default

Leave Request Title Text

Employee Name Text

Employee Email Text

Leave Start Date Date

Leave End Date Date

Leave Type Text

Requester Comments Memo

Request Status Text This field will be updated by the workflow as the
leave request is submitted and then approved or
rejected

3. Finish the wizard to publish the SmartObject.

Step 2 Walkthrough
a. Right-click the SmartObjects category and select New SmartObject.

= [ K2 Learning
= = Leave Request
[ Forms

SmartObje New Cateqory
Views
. I New SmartObject I
+ SharePoint 2013

Recent Items S SE

New Form

$o [ (P|E)E

New Workflow

b. Navigate to the General settings screen. (If you are on the SmartObjects landing screen, click Next
in the lower right corner of the screen.) On the General settings screen, name the SmartObject
Leave Request SmartObject
and confirm the SmartObject Type is set to the default SmartBox. CHECK the option to Allow this
SmartObject to be used in Workflows. The Category setting is fine as it is. Click Next when ready.

Tip
You don't need to adjust the category because you started from the SmartObjects category to create this

SmartObject. You can create SmartObjects in a number of ways, then move them into the SmartObjects cat-
egory from this General settings screen.

Note

When you select 'Allow this SmartObject to be used in Workflows', you are telling K2 to make the SmartOb-
ject properties and methods available as options in the K2 Workflow Designer. As you build your own applic-
ations, you may find that your SmartObjects do not appear as options in the K2 Workflow Designer. Simply
edit the SmartObject in question from K2 Designer, and from this General settings screen, check the 'Allow’
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option, then click Finish to save the SmartObject edit. In Part 3 of this tutorial, you will observe the SmartOb-
ject options as you work through building your Leave Request Workflow.

SmartObject Designer (Leave Request SmartObject) > General

& Introduction @ Define Properties @ Configure Associations (Optional) & Finished

Name: || Leave Request Smartobject |
Description:
Category: Hf'_‘l K2 Learning\Leave Request\SmartObjects
Type: ~—  SmartObject
Create a SmartObject using the K2 SmartBox Service.

g Advanced SmartObject
El Create a SmartObject using one or more SmartObject Services.

Workflow Use: (v|iAllow this SmartObject to be used in Workflows

|_-EI Back , Next Finish || Cancel

You will now be directed to the Define Properties screen. This is where you will add the properties (or
columns/fields) that you need for your application to your SmartBox SmartObject. Notice that K2 has automatically
added the ID property, which is the key identifier for each SmartObject record. In the next few steps, you will be
adding the remaining properties that you need for your application to your Leave Request SmartObiject.

c. Begin by clicking Add. (Refer to A in the image below the table.) Enter the property Name and data
Type using the table entries below as a guide. Click the <Add property> link to continue adding the
properties until you have entered all eight. Click OK, then Next to continue.

Name Type Notes

Leave Request Title Text

Employee Name Text

Employee Email Text

Leave Start Date Date

Leave End Date Date

Leave Type Text

Requester Comments Memo

Request Status Text This field will be updated by the workflow as the leave

request is submitted and then approved or rejected
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Add Properties (Leave Request SmartObject)

duction & G

Description Key Required  Unigue

SmartObject Designg

Leave Request Title x

Leave Request Title Properties

Employee Name (A Text I L D
Employee Email ,i] Text W [ ] Leave Request Title
_:l Employee Name
Leave Start Date =] Date = (= ] Employee Email
Leave End Date ?Date _ L - Leave Start Date
Leave Type K]Text [ Leave End Date
Leave Type
Requester Comments [ Memo
. Requester Comments
Request Status (Al Text Request Status

.ﬂ” Back I Next I Finish |

d. On the Configure Associations screen, click Finish to publish the new SmartObject to the K2 server.

STEP 2 REVIEW

'You have just created your first K2 SmartBox SmartObject! Taking a closer look at the SmartObject properties, you
might recognize them as the future form fields you will use for your Leave Request Form (with the exception of the ID
property, which is hidden). When a user submits a Leave Request, the form content will be saved to this SmartBox
SmartObject. As the workflow progresses, the Request Status property will be updated with the appropriate status
value.

Part 2: Forms

For your Leave Request Approval application you will be using K2 smartforms as the user interfaces to capture the
request details and to approve the request. With your Data objects created in Part 1, you are ready to start on the
Forms component of your application. The first step is to create an Iltem View.

Step 3: Create an item view for employee details

Now that you have your SmartBox SmartObject created, you can select to design a view based off of that SmartObiject.

K2 will create the view and assign the SmartObject properties as controls in the view, which you can then move around

and edit as needed. The first view you will create is an Iltem View, or a view that contains the content for a single record.
This view will become your Leave Request entry form and when submitted, will create one record in the Leave Request

SmartObject.

Step 3 Tasks
1. Design a new View based on the Leave Request SmartObject and name it
Leave Request ltem View
then move it to the Views category.
2. Create Labels and Controls and include all of the fields except the ID. Make the Employee Email field Display
Only. Confirm/set 2 columns for the layout table. Change the Label position to Left and add the Colon suffix.
CHECK the option for the Create button (only).

3. Change the width of the first column so that it is in closer alignment to the view labels.

4. Change the Width of the Leave Start Date and Leave End Date fields to
50%
5. Change the Leave Type Text Box control to a Drop-Down List and manually add the following
entries (for both Value and Display):
Paid Time Off
Study Leave
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Family Responsibility
then change the Width of the Leave Type Drop-Down List to

50%
6. Move the Create button to the second cell and align it to the right.
Step 3 Walkthrough

step).
= [ K2 Learning — Save
= P Leave Request Eii Creat
] Forms
Bl P smartObjects

L83 B Edit

=
v Delete
rePoint 2| LE“!

Rename

Al Save As

IEﬂ Design View I

' [T] Generate views

| let) Mowe To

b. If onthe Views Introduction screen, click Next.
c. Onthe General settings screen, name the new view
Leave Request Item View
then change the category to the Views category. (A below) Confirm ltem View is selected and click Next.

Request SmartObiject (the data source) itself.

View Designer > General
@ Introduction @ General @ Layout @ Parameters @ Rules @ Finished
Name: || Leave Request Item View | Select a category
Description: ' B P> Al Ttems n
T Active Directory
® £ cRM
0 Exchange
——— [ HowToK2
Category: ||L| K2 Learning\Leave Regquest\Views B = K2 Learning
E P Leave Request
] Forms
. T SmartObyj
View Type: Item View £ Views
— | e -
—=| Used to capture information. Al
# [ System
0 Task Allocation
List View [ wiarkflow
==| used to display lists of information, || © & Workflow Netiiations &
H ™1 workflow Reports
Data Source: |g K2 Learning\Leave Request\SmartObjects\Leave Reguest SmartObject _| |

d. Onthe Layout design screen, click Create Labels and Controls.

a. Right-click the Leave Request SmartObject (located in the SmartObjects category) and select Design View.
In this step, you are designing a view directly from the Leave Request SmartObject. You don't haveto create
views in this manner, but you can save several steps by letting K2 do all of the basic work. K2 will create the view
and automatically add the controls (which are bound to the SmartObject properties you added in the previous

You do not need to make any edits to the Data Source, because you designed this view directly from the Leave
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Note

When you select Create Labels and Controls, K2 will give us an option to select which fields (SmartObject
properties) you want on your view, plus a few other settings for the layout table. (The Create Layout Table
Only option creates a blank table where you can drag and drop controls yourself. For this exercise you will
use the Create Labels and Controls option.)

«.» Create Labels and Controls

/_' Generate labels and controls based on the SmartObject

771 Create Layout Table Only
; Generate a blank layout table for inserting controls

e. Onthe Labels and Controls settings screen, make the following configurations:
m Keep the number of columns set to 2
m The first column will house your control labels and the second column will house the controls
Include all of the fields, except the ID
m Thisis a hidden field that will contain the SmartBox SmartObject record ID. You do not need itto be a
part of your user interface.
Select the Display Only option for the Employee Email
m We don't want the user to be able to change the email value.
Change the Label Position to Left
CHECK the box to add the Colon suffix
CHECK the box to add the Standard Create Button
m  Once again, you are allowing K2 to perform some of your legwork. You could manually add a button
control to your view and configure it to create a new record in the SmartBox SmartObject. You will
have K2 generate the Create button automatically and add the necessary rules that will create the
record for us.
Click OK when ready.
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Columns: &

Field Name Include Display Only
All Fields O] O]

D
Leave Request Title

Employee Mame

Employee Email

O &
L

Leave Start Date
Leave End Date
Leave Type

Requester Comments
Request Status

MNENNRMRRROI

[
O

Label Position | Left |

]

Colon suffix (":") v

Standard Toolbar
All methods [] (]

& Create

] O [

§° save

g Delete

G- Load

]
O

v

ﬁ‘ e i . ]

Your new View should look similar to the image below. You've highlighted the sections you will use the most
(Breadcrumb Bar, View Menu, Design Canvas, Toolbox, Properties Pane and Navigation Wizards/Save/Help) to
help you with terminology if you are new to K2 Designer. As you move forward with the steps and exercises, you
will become more familiar with the Designer layout and terms.
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@ Introduction @ General

View Canvas

/B G

Leave Request Title:
Employee Name:
Employee Email:
Leave Start Date:
Leave End Date:
Leave Type:

Requester Comments:

Request Status:

Create

View Designer (Leave Request Item View) > Layout
@ Parameters @ Rules @ Finished Breadcrumb Bar

@ Layout

View Menu

Drag a controf hera

[Employes Emad Data Label]

Design Canvas

=

| Fields

B

[A]Leave Request Title )
[A]Employee Name
[A]Employee Email

%] Leave Start Date
=] Leave End Date
[A]Leave Type W
[F Requester Comments

[E Fields | § Methods | i Contrals |

Toolbox

Properties

= Detail
Name | Leave Request Item View
# Advanced

Properties Pane

= Properties | ) Rules [

Navigation Wizards/Save/Help @ H| Back Mext Finish || cancel

Now that you have the basic view designed, you'll add a few customizations that will make the view a little more
user friendly. 99% of view and form design are preference and you will learn what works for your users and what
doesn't as you build more applications. First, you'll adjust the width of the label column and second you'll adjust

the width of the two date fields.

Note

Notice the Employee Email Data Label. Where a label is a static control (it never changes), a data label is a
control that cannot be changed by the user, but is dynamic in nature. The Employee Email value will change
to reflect the user currently logged in. (This is actually a rule you will set in a later step.) Data labels can also

be hidden to perform some type of function within the form or view.

f. Hover over the center column line until you see the double lines/arrows. Click+drag the column line

so that it is closer to your labels. In other words, reduce the width of the Labels column.

Leave Request Title:
Employee Name:
Employee Email:
Leave Start Date:
Leave End Date:

Leave Type:

Request Status:

Create

Requester Comments:

Drag a control nere

[Employes Email Data Label]

e
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g. Highlight the Leave Start Date Calendar box by clicking it. In the Properties Pane, change the
Width to
50%
then repeat this same step for the Leave End Date Calendar box.

s i [A] Leave Request Title 2
NEG SCONTRIEIE [A] Employee Name
Leave Request Title: ' | Employee Email
: [=] Leave Start Date
Employee Name: . | ||| F=] Leave End Date
p Leave Type
Employee Email: Y v
ploy [Employee Emall Data Label] [ Requester Comments
Leave Start Date: ' = = Fields} & Methods | Controls
Leave End Date: I = | Properties o
FenvRypa: — ||| Picker Type [=] Date ] ~
Requester Comments: = General
Width [s0%] |
=
Request Status: Tab Index | (Default) x|
||| wisible [+

ICre—ate Enabled [v] N

| "'—f] Properties E] Rules

Next, you'll change the Leave Type text box to a drop-down list and add some choices for your users to select.
This will keep the Leave Types consistent as they are saved to the SmartBox.

h. Highlight the Leave Type Text box. Select the Change Control icon found in the View Menu.
Change the control to a Drop-Down List.

View Designer (Leave Request Item View) > Layout

@ Introduction & General & Layout & Parameters & Rules & Finished
View Canvas Change Control
ZBE G zsBEB

Change Control: Leave Ty

Leave Request Title I [%5] AutoComplete
| Ef choice
Employee Name:
Py ﬂlContent

Employee Email:

| [af] Data Label

Leave Start Date:

Leave End Date:

Leave Type:

Requester Comments:

Request Status:

Create

i. With the Leave Type control still highlighted, open the Data Source Type editor (A below) found in
the Properties Pane. Select the option to Use a static list of values in the control. (B below) Open
the list editor and Add the following options for both the Value andthe Display, then click OK when
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you are done.
m Paid Time Off
m Study Leave
m  Family Responsibility

View Designer (Leave Request Ttem View) > L3
@ Introduction @ General @ Layout @ P3 B figure Data Source

View Canvas ra Use a static list of values in the control |

() Use a
Drag a control b | Fheed List Configuration

| i Acd Ed Dl
Leave Reguest Title: | * Leal K osere

walue Display
Employee Name: [ Pald Time Off Paid Time OF
) : Study Leave Study Leave
Employee Email: [Employee Email Data Lg| Family Responsibility Family fesponsibility
Leave Start Date: :
Leave End Date: [ Show items from the selected SmartObject
Leave Type: || ||| = pata source
Requester Comments: [ — | Type (MNone)
Items

Request Status: [ | Default Smartobi..

. SmartObject

Crate

! J Method

= Properties | [ Rules

ﬁ El L._‘Z l:‘l'l [E @ E‘I c:l List Items: Paid Time Off; Study Leave; Family Responsibilis

j- Change the Width property of the Leave Type drop-down control to
50%

the Properties pane.)

Leave End Date: | 'Z" . Properties
Leave Type: | el Child Join Property
Requester Comments: | =l General
i Width 50% ®
Request Status: | Tab Index (Default) |5

view, which will make the view flow smoother for your users.

click the Right-Align icon found in the View Menu.

(Remember to click and highlight the drop-down control so that you see its properties represented in

k. Click and drag the Create button into the second cell. Click within the cell itself to highlight it, then

You have one last adjustment to make to your view layout. You'll move the Create button to the right side of the
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View Designer (Leave Request Item View) > Layout

0 Introduction @) General & Layout @ Parameters ) Rules 0 Finished

View Canvas

ZBEQESHN S0 S R %S R a[Sw o o

Right Align

Drag a control here T

Leave Request Title: | Type

Employee Name: | Tvpe

Employee Email: [Employee Email Data Label]

Leave Start Date: |

Leave End Date: [ e

Leave Type: [ :

Requester Comments:

Request Status: |

Create

Your view should now look like the image below.

Drag a control here

Leave Request Title: l

Employee Name: |

Employee Email: [Employee Email Data Label]
| =
Leave End Date: | E

Leave Type:

Leave Start Date:

-

Requester Comments:

Request Status: |

Create |

Click Finish in the Navigation Wizard (lower right corner of the screen) to save and exit from this view.

STEP 3 REVIEW
In this step, you created an Item View based on the Leave Request SmartObject. By designing the view directly from
the SmartObject, K2 automatically created the view fields which you were able to include and /or display. You selected
the Create button for your View. K2 creates all of the necessary rules and actions so that when the button is clicked, a
new SmartBox SmartObject record is created in the associated Leave Request SmartObject. You also applied some
minor formatting and you manually entered the values for your Leave Type drop-down list.

Step 4: Create a list view to display previous leave requests
The next view you are going to create will be a List View. List views contain the content from multiple records. The
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purpose of this view is to output all of the previous leave requests from the current user. This will be especially helpful to
the approving manager, to assess how much leave this employee has requested, or for the requesting user to see the
status of their prior leave requests.

Step 4 Tasks
1. Design a new List View based on the Leave Request SmartObject and name it
Leave Request List View

then move it to the Views category. Change the View Type to List View and disable the Call this
method when the form loads option.

2. Add the following fields:
m Leave Request Title
m Employee Name
Leave Start Date
Leave End Date
m Leave Type
m Request Status

Step 4 Walkthrough

a. Right-click the Leave Request SmartObject and select Design View. If on the View home screen,
click Next.

b. Name the new view
Leave Request List View
then move it to the Views category.

c. Change the View Type to List View. UNCHECK the option to Call this method when the form
loads. Click Next when ready.

Note

Call this method when the form loads. Because you have designed this list view based off of a SmartObject,
K2 by default will retrieve all content from the SmartObject when the view is loaded. This is not what you
want. You want only the records that pertain to the current user, not all of the records. That is why you turn off
this option. In a later step, you will configure a rule to retrieve only the records for the current user.

View Designer > General

@ Introduction @& General @ Layout @& Parameters & Rules @ Finished

Name: |[Leave Request List view|
Description: [
Category: -['_] K2 Learning‘Leave Request\\Views El
9oy I — = =1 El = K2 Learning
= P Leave Request

View Type: ma Item View ©1 Forms

—=| used to capture information.

- =

List Vi
Used to display lists of information.

1
111}

Data Source: ] Q K2 Learning'Leave Regquest\SmartObjects\Leave Request SmartObject
List method: || Get List |r

[ Iicall this method when the form loads |
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d. Selectthe Create Labels and Controls option. On the layout screen, include the following fields:
m Leave Request Title
m Employee Name
m Leave Start Date
m Leave End Date
m Leave Type
m Request Status

There are no other changes to the layout editor, so click OK when ready. Click Finish (Navigation Wizard - lower
right corner) to save and exit from this view. Here you are only displaying the current user's records. You don't
want the user to make any changes, so you keep the 'Enable list editing' option disabled.

Field Name Include
All Fields ]
D ]
Leave Request Title ]
Employee Name [v]_]
Employee Email O]
Leave Start Date ]
Leave End Date [w]
Leave Type [v]
Requester Comments ]
Request Status [«] ]

| | Enable list editing
Edit all rows
Edit single rows
Allow the user to add new rows
Allow the user to edit existing rows
Allow the user to remove rows

Enable Add new row link

[ ] Allow the user to manually refresh list

STEP 4 REVIEW

In this step you created a basic List View based off of the Leave Request SmartObject. You will use this view to
retrieve previous leave request records for the current user. You have disable the list editing functionality (by keeping
the default) so that the user cannot change any records that have already been submitted.

Step 5: Create the Leave Request form and add the item view and list view

Recall that a form is the main container for views and additional controls. In this next step, you will create a Form and
add the two views created in the previous steps. You will then apply a new theme to change the form's look and feel.
Oftentimes, forms will contain multiple views. And views can be used in multiple forms. For example, you might create a
basic employee details view (Name, Phone, Email, etc.) and use it in multiple forms. This allows you to reuse views
instead of creating multiple views containing identical information.

Step 5 Tasks
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4.
Step 5 Walkthrough

a. Right-click the Forms category and select New Form. If on the Forms home screen, click Next.

Create a New Form from the Forms category.

Add the Leave Request Item View and change the view title to
Leave Request

Add the Leave Request List View to just below the Iltem View and change the view title to
Previous Leave Requests

Change the default form Theme to the Lithium theme.

= = K2 Learning

= = Leave Request

Fonj | New Category
=] sm. .
: @) New SmartObject

B P~ viel fu New View

== =
L@ & New workflow

b. Name the new form
Leave Request Form
then click Next. Because you created the form directly from the Forms category, it will created with-
ing that category, so you don't need to move it.

Form Designer > General

@ Introduction @ General @ Layout @ Parameters @ Rules

Name: ||Lea\.re Request Forrnl
Description:
Category: | 7] K2 Learning\Leave Request\Forms

You should now be on the Form Designer screen. The Form Designer has a design canvas and many of the same
toolbars and panes as the View Designer.

c. Dragthe Leave Request Item View onto the form design canvas.
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K2 Designer ] Form Designer (Leave Request Form) > Layout

Search: (v Ollx .. @ Introduction @ General @ Layout & Parameters @ Rules @ Finished
' | view: 3 add [ _ v

= ] k2 pesigner
® 8 My Items
= P Al Itemns

s CRM

Clear: 73| 73 | £ | Insert: J'fj (17 | =) | == | Remove: [ b4

Exchange
3 HowToK2
= P K2 Learning
= P Leave Request .
] Forms | =| Legffe Request Ttem View
= P~ smartobjects —
= P views
CF) Leave Request Item View

] Leave Request List View

Drag a View, table or cantrol here

£ SharePoint 2013

+ Recent Items

T[] K2 Designer

d. Double-click the (Enter View Title) view title and change it to
Leave Request

(Enter View Title)

Leave Request Titl..

Leave Regquest

Leave Reguest Titl..

e. Now you'lladd the List View to just below the Item View. Drag the Leave Request List View to just
under the Item View. You will notice that K2 automatically adds a new placeholder as you drag the
view onto the canvas. Drop the view into the placeholder.

K2 Designer
Search: (=

= [T k2 Designer
® 8 sy ltems

= P Al Items
aé CRM
Exchange
- HowToK2

= P K2 Learning

= P Leave Request
[ Forms
[~ SmartObjects
= P views

m

[ Leave Request Item View

4 Form Designer (Leave Request Form) > Layout
Ollx @ Introduction @ General @ Layout @ Parameters @ Rules @ Finished
view: [l add | ®

_Clear: 4| T2 | B | Insert: 1177 |2 == | Remove: | L

LTONG MOyussL LTOYE MOYUC3L LTI ¥ IS

[ Leave Request List View |

SharePoint 2013

= Recent Ikems

<

Show: Views, Categories

:==| Leave Request List View

D K2 Designer

pr——

f. Double-click the (Enter View Title) view title and change it to
Previous Leave Requests
(Remember that this view will contain all of the prior leave requests for the current user.)
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Previous Leave Requests

Leave Re... | Employee...| Leave St

The last step in creating your form will be to customize the look and feel by changing the default theme to the Lith-
ium theme.

Note

K2 has a number of predefined themes that you can apply to your forms, or you can create your own as you
advance in your K2 knowledge. Lithium is K2's latest theme and is compatible with mobile devices, soitis a
good option if your users will be using devices like tablets and phones to access SmartForms. It is possible to
extend the standard list of themes with custom themes, for example if your organization has a particular color
scheme.

g. First, you want to access the Properties Pane for the form. You need to make sure that neither of the
views is already highlighted. Click anywhere outside of the views. In the Properties Pane, navigate to
the Theme property found under the Appearance heading. Select Lithium.

(If you have trouble seeing the Theme property, it's quite possible that a view is currently selected.)

view: [T Add : = || Context Browser

Clear: 2 T2 B Insert: _J M= | = Remowve: T ¥

il == ; = [ Leave Request Form

= = views
=] Leave Request Item View (Leave Req
ﬂ Leave Request List View {Previous Le

< .
[ context | i con| BUr9URdY
L Granite
Properties Leaf
visible LT
Click | Entdited Platinum ~
ICK In any space nable
outside nf‘{a wpew SsElis AR S0
) Read-Only sharePaint 2013
Styles Sky
Previous Leave Requests Leave Request List View (= Conditional Styles |Sun
Twilight
=] Appearance 9
Leave Re... | Employee... | Leave St..  Leave En.. | Leave Type | Request... =App
I Theme Platinum .
Border Size 12px v

= Properties | (B Rules

E [A| Back Next

Finish Cancel
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Once the Lithium theme is applied, the form style should change to something like the image below.

S

Leave Request Title:

Employee Email: [Employee Email Data Label]

Leave Type: e

Previous Leave Requests

LEAVE RE.. EMPLOYE... LEAVEST.. LEAVEEN.. LEAVETYPE REQUEST...

No items to display.

h. Click Finish to save and exit the Form Designer. In the Category Browser, right-click the Leave Request Form and
select Check In. If you get a message about associated views, click OK to check in the Views associated with this

Form.
Views and forms are not available to your users until you have checked them in. This essentially "publishes" the

artifacts to the K2 server. If you make a change to a view or form, you must check it out then check it back in,
before those changes are evident to your users.

STEP 5 REVIEW
In this step, you created a new form and then added your Iltem View and List View to the form canvas. You gave your
form a complete make-over by simply changing the theme.

Part 3: Workflow

In Part 3 you will create the Leave Request Workflow, which will incorporate the Data and Forms components created
in Parts 1 and 2. The workflow will contain a User Task (the manager making a decision on the request) and System
Tasks (updating the status property in the Leave Request SmartObject). Recall that User Tasks are tasks performed
by a human, such as making a decision. A System task is performed by K2, such as sending an email or updating a list
of some kind.

Step 6: Create a new workflow, assign permissions and add a system task to update the

request status property
In this step, you will create a new workflow in K2 Workflow Designer. You will associate the workflow with the Leave

Request Form and assign workflow rights to all domain users.

Step 6 Tasks
1. Create a New Category under Leave Request and name it
Workflows
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2. From the Workflows category, create a New Workflow. On the Workflow setting screen, make the
following adjustments:

Name: Leave Request Workflow
Form: Leave Request Form

Folio: Use the Leave Request Title Text Box control found in the Context
Browser (Leave Request Item View > Controls).

Iltem Reference: UNCHECK the Create Item Reference box, then CHECK it. Con-
firm that the Leave Request SmartObject has been added as the value for the
Create Item Reference > [tem Reference field.

3. Confirm the start rule is called when the Create Button is clicked.

4. Assign Start and View Workflow Rights to all domain users.

5. Add a Save Leave Request SmartObject event to the first event box. For the Request Status
field, enter
Submitted
then use the Leave Request SmartObject ID as the input properties' ID value.

Save Leave Request SmartObject - Wizard Step
Provide the Input properties
I i Search: Field Name Search Show: @ all Fields ) Required Fields A TS
] Item References
[ Update = | Name -~ Value [ Leave Request SmartObjel
0]
# 1o ) = -
. - |A Leave Request Titl
| Leave Request Title Type or drg @ Employee Name
| Employee Name [A] Employee Email
|
=| Leave Start Date
- FugpEcEmay ik %chwe End Date
=] Leave Start Date ® iz @ Leave Type
| Leave End Date = £ Requester Comme
! ; Request Status
&l Leave Type [A]Req
[ Data Fields
O Requester Comments | ; ) Lk
[¥] Request Status ISubrnitted I |
|w]
l Back MNext Finish Cancel |

6. Change the Save step title to
Set Status Submitted

Step 6 Walkthrough

a. Create a New Category under Leave Request and name it
Workflows

= ™ K2 Learning
= [ Leave F

=) FDrnI —

New Category |

B ] smz &
£ View [y

+ SharePaint [z

Recent Items

New SmartObject
New View

New Form

55 New Workflow

b. Right-click the Leave Request category and select New Workflow.
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= [ K2 Learning
S| Leave |
® [ Forr

£ sme

# 0 viey &=

£ wor =

L

1 (@]

New Category
New SmartObject
New View

New Form

irs ADNoE{ .-,

Mew Workflow I

c. The Workflow Settings screen opens. Name the workflow

Leave Request Workflow

d. Click the ellipses to the right of the Category field, then change the category to Workflows.

Workflow Settings - Workflow Name

Specify the workflow details
E Name: | Leave Request Workflow
b
@ Description: | rype Here

Category: || workflows

Specify the Form that will s|

» | Form: | Select Form

Specify the folio field {used

Folio:

l@ Back

Select Category
= 5l All Items

£ Ti Leave Request
ol Forms
il smartObjects
T Views

ces)

ncel

e. Click the ellipses to the right of the Form field. Navigate to and select the Leave Request Form. In
this step, you are associating the Leave Request Workflow with the Leave Request Form. This will in
turn, expose all of the form controls (actually the SmartBox SmartObject properties) to the workflow
designer. In later steps, you will update the Request Status property using the SmartObject property
in the workflow.

f. Forthe Folio, expand the SmartForms tree in the Context Browser and drag the Leave Request
Title Text Box control into the Folio field. Use the image below as a guide.
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Workflow Settings - Workflow Name

Spedify the workflow details

Category: | workfiows

Specify the Form that will start the workflow - -
- Form: | 5 Leave Request Form D

- Specify the folio field {used to identify the workflow instances) —

Faolio: T Leave Request Title Text Box 4—-—_-" -
l Back i Mext Finish Cancel

¢ MName: ||Leave Request Workflow I
@ Description: | Type Here

]l K2 Leamning
= G Leave Request
= Gl Forms
(%] Leave Request Form
m Tl Smamobj
= T views
) il Workilows

Context Browser

El smartForms
= -J Leave Request Form
£ B Leave Request Item View
B B Controls
|[i& Leave Request Title Text Box |

Eﬂ Employee Name Text Box

|_E‘ Employee Email Data Label
[i5] Leave Start Date Calendar
[i5] Leave End Date Calendar

E Leave Type Drop-Down List

[EA Requester Comments Text Are:
P
BN "W

Note

What is the Folio? The folio is a text field that is commonly used to distinguish one process instance
from another process instance (of the same workflow). The folio is not required, nor does it have to
be unique. Since all processes, or workflows, will have the same process name, using a unique folio
value will aid in identifying the individual process instances of the workflow. This is especially useful

when viewing workflow reports having many process instances.

To make the folio unique, you can use a combination of fields, such as a customer name combined
with an order number. Setting the folio value typically comes from properties found in the context
browser. The property values are variables that are replaced at runtime by actual content specific to

the process instance.

You can also use the folio as a variable throughout your workflow. For example, if you assign a cus-
tomer name as the folio, you can use the folio to customize emails so that the customer is referenced

by their name.

Three instances of the same workflow showing unique folio values

Instances
Restart (®) Stop )( Delete Goto Activity View Flow (») Start New O Refresh
Retry
Selected Filter: Default v
Quick Search:  All fields N ¢
1D FOLIO START DATE STATUS ORIGINATOR VERSION
7017 -'-‘p- Test Three 6/10/2016 Active Denallix Administrator 1
7016 -'-ilr Test Two 6/10/2016 Active Denallix Administrator 1
7015 -'-p Test One 6/10/2016 Active Denallix Administrator 1
K < >

g. Click the black arrow just to the left of the Form label to expose the ltem Reference settings.

UNCHECK the option to Create ltem Reference. Now, CHECK the option once again. Confirm that

the Leave Request SmartObject has been added as the Item Reference.
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Workflow Settings - Workflow Name

Specify the workflow details

o Name: Leave Request Workflow Test
@ Description: | Type Here

Category: | workflows

~ Specify the Form that will start the workflow
QL (=

e m——- | /| Create Item Reference:

Item Reference: |I Leave Request SmartObject I e

@ Create a new State | Leave Request Workflow Test

Use an existing State

[¥] Make this State the default for this Form

Specify the folio field (used to identify the workflow instances)

Folio: | Leave Request Title Text Box

h.

|@ Back Next Finish Cancel

At this time, you will not make any changes to the State options, so click Next when ready.

Note

ltem References

K2 keeps track of items that relate to the current process instance, known as ltem References. For example,
when a workflow is started from a SharePoint list or library, or from a SmartObject, K2 will store a pointerto
the current record in the Item References properties so that those values can be used later on in the workflow
or rules. For now, just think of Item References as a shortcut to the current record values from the SmartOb-

ject, or data source.

You should now be on the Configure the rule to start the workflow screen. Here, you want to tell K2
to start the workflow when the Create button has been clicked. Confirm that the Select Rule drop-
down contains the value On Leave Request Item View, when the Create Button is Clicked. Click
Finish.

f Workflow Settings - Start Form

e Configure the rule to start the workflow

<4

ﬁa Select Rule: “On Leave Request Item View, when Create Button is C”Ck(l b

4 Move Up o Enat @ Disable

Rule Actions
j then on Leave Request Item View View, execute the Create method
sl L/ then start the Leave Request Workflow Workflow

At this point, you have configured the basic settings for your Leave Request Workflow. You still need to assign per-
missions however, and to do that, you need to access the advanced workflow settings.

Double-click the Start button to open the advanced workflow settings wizard.

Start Drag or
Double-Click
| te Configure |
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m.

This is the same wizard you just worked through, however the advanced version contains the per-
missions settings. Click Next until you reach the Workflow Rights screen (five times).

Begin by changing the search scope to Groups. (A below) Enter

domain users

into the search box and click the search icon or hit enter. You should now see the Domain Users
group in the search results pane. (B below) Click and drag Domain Users into the permissions
pane. CHECK the Startand View boxes.

Caution

If you do not assign permissions, your users will see an error when they submit the form. The Start setting
allows users to start the workflow and the View setting allows users to view the workflow reporting inform-
ation.

Click Finish

Workflow Settings - Workflow Rights

["‘? Define who may access this workflow

Search

. omain users | 2
| 3% Remove %] Remove All
- Name

IL&‘ﬂDEmmxmomain Users |

0

Now that you have your workflow settings complete, you can move on to adding steps to the workflow. recall that
the workflow steps are basically the lines that connect one event to another. The first event you are going to add
will be a System Event using the SmartObject Event wizard. (System events are tasks that K2 performs, rather
than a user. Here, you will set the Request Status property to indicate the Leave Request has been submitted.

| Name

Denallix Administrator
DENALLEO\Domain Users

Type
User
user

Start | View | View Farticipate | Admin
el _[¥ Cl [v]

O m

]

Select the SmartObjects tab in the workflow ribbon. Drag the Save Leave Request event into the
event box. ("Save" is the equivalent of "Update".)

Note

If you do not see the Leave Request SmartObject methods in the ribbon toolbar, it's possible you have more
than one SmartObject created. (Perhaps this is not the first application being built.) In this case, click the
black drop-down arrow next to the SmartObject category nhame (this will be the folder icon at the left of the rib-
bon toolbar) and select the Leave Request SmartObject. You should now see the correct methods for this
application.

Recall that when you created the Leave Request SmartObject, you allowed the SmartObject to be
used in workflows. This is where that setting comes into play. Had you not checked the 'Allow' option,
none of the Leave Request SmartObject methods would appear as they do below. (The SmartObject
events displayed in the image below are 'Create’, 'Delete’, 'Load' and 'Save'.)
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2 File = | workflow Steps | SmartObjects | Favorites

P -

Leave Create Leave  Delete Leave
Reguest - Request Request

Start Dra
" || Doubl®=tlick
| to Configure I

=)

Load Leave Save Leave
Request Request

n. The Save wizard opens. The first configuration you need to make is to tell K2 which record you want
to update. You do this by assigning the SmartObject ID for the current record into the Save event. In
the Context Browser, expand the ltem References node, then Leave Request SmartObject. Drag
the SmartObiject ID into the ID input property. The ID as the input property tells K2 to update the

record that is part of the current workflow, or the current record.

0. Now you'll set the status property. Scroll down until you see Request Status. Enter

Submitted

into the value field. Click Next, then Finish to complete the Save event configuration. You have just

instructed K2 to update the current SmartBox SmartObject record, Request Status value.

Save Leave Request SmartObject - Wizard Step

f -

Context Browser

El Item References

= Leave Reguest SmartObje]
E& Request Titlg
Employee Name
[A] Employee Email
"] Leave Start Date
"] Leave End Date
Leave Type
] Requester Camme,
[A] request Status

[ Data Flelds
4 S Lk

; Provide the input properties
Search: Field Name Search | Show: @ All Fields () Required Fields
o Update ~  MName - Value

i D e 7=

O Leave Request Title Type or drop .II

] Employee Name [Type or drop field her .

[ Employee Email Type or drop field here ‘

O Leave Start Date @ || @1

O Leave End Date @ | 351 |

O Leave Type Type or drop field here

O Requester Comments Type or drap field hare G

[] Request Status ISubmitted I | =
L Back Next I Finish Cancel ‘

p. Tokeep your workspace organized, you'll rename the Save event so that you know exactly what that

event does. Double-click the Save Leave Request title and change it to

Set Status Submitted

i

| set Status Submitted |

K2 blackpearl Core

Page 36 of 332




STEP 6 REVIEW

In this step you created the Leave Request Workflow and configured it to use the Leave Request Form. You assigned
Workflow Rights, or permissions, to all domain users so that they can start the workflow and view workflow progress.
You added a SmartObject Save event, which will update the status property to indicate the form has been submitted.
You will update the status property again as the workflow progresses by adding additional SmartObject Save events,
indicating either Approved or Rejected.

Step 7: Add the Manager Approval user task

In this step, you will add a User Task which will be the approval decision assigned to the workflow originator’'s manager.
After submitting the form, the form originator's manager will receive a task notification email indicating their decision is
now required to continue the workflow. The manager can select either Approved or Rejected.

Step 7 Tasks
1. Add an outcome to the Set Status Submitted event. Name the outcome
Continue

2. Add a User Task (SmartForms) to the new event box and name it
Manager Approval
then add two actions and name them
Approved
Rejected
3. Add the Manager as the task participant, then check the option to notify them when they receive a
work item. You will not customize the email notification for this application.
Note
If you are building this application within your own environment, you will want to assign the task participant
to a user where you have access to their Outlook. You might consider assigning this task to yourself for
access/testing purposes. If you are building this application on a K2-provided VM, you will have access to
the manager's Outlook.

4. Save your work.

Step 7 Walkthrough

a. Hover over the Set Status Submitted event until you can see the Workflow Step Outcome icon.
(The icon looks like a blue mini-flowchart. If you don't see the icon when hovering, click once on the
workflow canvas to refocus your mouse to the canvas. Then try hovering again.) Click the Outcome
icon to opens its wizard.

‘ Hﬁ}ﬂ

Set Status Submitted

b. On the configuration screen, click Add. Replace New Outcome with
Continue
then click OK. Here, you are simply giving your step, or outcome line, a label so that it is easy for us to
tell exactly what that step does. In this case, it is very straightforward. However, as you build more
complex workflows, you may be adding conditions and more advanced options to the step. Giving
the label a descriptive name will assist you (and others working with your workflow design), insight as
to what the step is doing or the logic behind the step.
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=
Set Status Submitted - Workflow Step Outcomes

 Configure the possible Outcomes for this workflow step 1

|_|| o add | £ ¢ R %1 Remove All Move Up | Jb Move [ |
HE| | '

[] |continue “'ﬁ':v‘_' {New wWorkflow Step}

-

c. Notice that K2 has added a new event box. Switch back to the Workflow Steps tab, then drag a User
Task (SmartForms) event into the new event box.

|ﬁaﬁ| Workflow Steps I SmartObjects  Favorites
= B > =
“« : = &%

General - User Task Send E-mail  Set Folio
(SmartForms)

Start r Continue | ,, S
" || Double-Click
J | to Configure

Set Status Submitted

d. The User Task wizard opens. Name the task
Manager Approval

e. On this screen you can will also configure the actions. Actions are the decision options that the user
assigned the task can make. You can have many actions, but you need at least one. For your work-
flow, you will have two. Enter the following actions (on separate lines):
Approved
Rejected
then click Next when ready.

Manager Approval - User Task

Specify the name and instruction for this workflow step

Name: ] Manager Approval

Instruction: Type Here

Type each action that participants can perform on a separate line: -

Approved
Rejected

f. The User Form setting is fine, so click Next. The work item rule is fine, so click Next.

g. Onthe Participants screen, drag the Manager name into the Task Group window. CHECK the box to
Notify participants when they receive a work item. Here, you are assigning this task to the form ori-
ginator's manager. (You also have the option to search for participants in the same manner as you
did for the workflow permissions.) If you choose to not notify the participant, they will have to rely on
manually checking their worklists to see if they have any tasks assigned to them.

Note
If you are building this application within your own environment, you will want to assign the task participant to
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a user where you have access to their Outlook. You might consider assigning this task to yourself for
access/testing purposes. If you are building this application on a K2-provided VM, you will have access to the
manager's Outlook.

Manager Approval - Participants

Search for participants and assign them to this step || SEARCH | CONTEXT EROWSER

o= Add Task Group ||/ Edit Task Group | 3 Remove Task Group Search | § |Peaple 2
Name Type MName
4 Originator

s '-'-'-—-—._,__M_anager _/

[ ] Add participants to Favorites

I|z| Matify participants when they receive a work iternl

This task is routed to users: @ All at once
) One at a time

l Back Next Finish Cancel

You will not customize the task notification email for this application, so click Finish. Your screen should look like
the image below. Notice that K2 has added two additional steps and event boxes for the actions you just con-
figured.

Approved Drag or
" || Double-Click
| to Configure |

Start | ; Continue ]
1 L

Set Status Submitted Manager Approval [
(Manager) Rejected || pragor
'|| Double-Click
to Configure |

h. Save your work. (File > Save)
Workflow Steps = Smart

% - New
['f_'z_:h Create a new workflow
e

Open
Open an existing workflow

Save
Save the current workflow

E Save As
Save in a different format

STEP 7 REVIEW

In Step 7, you added a User Task and assigned it to the form originator's manager. You added two actions (Approved
and Rejected). K2 automatically generated outcome lines for each of the actions you added. You can have many
actions, but you need to have at least one. By checking the option to notify the participant of a worklist item, the man-
ager will receive an email indicating they have a task, with a link to open the form and action the task.

Step 8: Complete the workflow by updating the request status property for both outcomes
Step 8 continues with the addition of two System Tasks that will update the Request Status property in the Leave
Request SmartObject depending on the decision made by the approving manager. K2 Designer makes reusing events
very simple by allowing you to copy and paste existing events. With a few minor adjustments, your new events are
ready to go!
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Step 8 Tasks

1. Copy the Set Status Submitted event and paste it into the event box for the Approved outcome
line, then once again for the Rejected outcome line.

2. Edit both events and change the Request Status property to the appropriate outcome (Approved
or Rejected). Change the event titles to match the outcome.

3. Add a Placeholder step to the new event boxes that are created.

Step 8 Walkthrough

a. Copy the Set Status Submitted event by click+dragging a box over it to highlight it. Select Copy
when the option menu appears.

Click here first, then drag over
the event to highlight it. Approved

T
6 Start Contlnue , m
Set status Sut

jitted Manager Approval
Manager) Rejectad

Delete

Save as template...

b. Hover over the Approved outcome event, right-click, then click Paste.

= s
pproved Drag or L

aubll o
|toCojidsi Paste

c. Hover over the Rejected outcome event, right-click, then click Paste once again.

Your screen should look like the image below. K2 added an additional step and event for each of the system tasks
you just copied and pasted.

Approved ! Continuel .| prager
o " || Double-Click
| | | to Configure |

[ | [ ] Set Status Submittedl
Start I Continue |
Set Status Submitted Manager Appréva[ | [

(Manager) Rejected I Continue2 | Drag or

' “|| Double-Click

| | | te Configure |
Set Status Submitted2

Notice that K2 copied the Save event as well as the Continue outcome line. In the next few steps, you will adjust
each new event so that they are consistent with their outcome, then you'll add a Placeholder event to the last two
empty event boxes. A Placeholder simply completes an outcome line without adding a formal event. This allows
you to deploy and test your workflow without receiving errors of missing events.
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d. Double-click inside of the Set Status Submitted1 event (the Approval side) to open its wizard.
Change the name to
Set Status Approved
then click Next.

Set Status Approved - Wizard Step

Specify the Name for this workflow step

I —jL Name: IISet Status Approuedl
H Description Type Here

Back Next ! Finish Cancel J

e. There are no necessary changes to the Workflow Step Outcomes screen, so click Next. (You can
change Continue1 to just Continue if you like to keep your lines consistent.)

f. Onthe input properties screen, change the Request Status property from Submitted to
Approved
then click Finish. Be sure to keep the ID property as it is, since you have already configured it to
reflect the current record. You just want to update the status property so that it reflects the outcome
line for an Approved decision.

Set Status Submittedl - Wizard Step

Provide the input properties

—
I I Search: Field Name Search Show: @ All Fields Required Fields

Update » Name = Value

Leave Request Title

Employee Name

Employee Email

Leave Start Date ® 6]
[ Leave End Date @ | [10]
L Leave Type

Requester Comments

v| Request Status |Appmved I -

Back Next Finish Cancel

g. Repeat the steps above for the Rejected side. Change the Request Status to
Rejected
then click Finish.

h. Still on the Workflow Steps screen, drag a Placeholder into each of the empty event boxes (one for
the Approved side and one for the Rejected side).
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Workflow Steps | SmartObjects  Favorites

& | [3 X 2 4 2 A

General - User Task Send E-mail Set Folio Set Data Fields Call Sub Workflow Placeholder
(SmartForms)

Approved | y Continuel | é

[ 1 [ | Set Status Approved Placeholder
Start F |__continue | [==
Set Status Submitted Manager Approval [ ¢ ]
(Manager) Rejected | F} Continue2 | &
|

Set Status Rejected Placeholder1

Save your work.

STEP 8 REVIEW

In this step, you reused the Save event for the Approved and Rejected outcomes. By copying and pasting the event,
you could take advantage of configurations already in place (the ID property already mapped). Copying an event will
also copy its associated outcome, so you added Placeholders into each of the new event boxes that were created.
You cannot deploy or test your application with empty event boxes, so the Placeholders tell K2 that the event boxes
are empty by design.

Step 9: Deploy the workflow

Next you will deploy your workflow. Deploying a workflow publishes the workflow to the K2 server which then allows it to
be exposed to the forms configured for that workflow. If you make changes to your workflow, you must redeploy it
before the changes are published to the K2 server.

Step 9 Tasks
1. Deploy the workflow.

Step 9 Walkthrough
a. Deploy the workflow by clicking (File > Deploy)

Workflow Steps = SmartO

New
Create a new workflow

Open
Open an existing workflow

E

Save
Save the current workflow

Save As
Save in a different format

Delete
Delete the current workflow

&

Deploy
Deploy the current workflow

i

b. You will see the Deploying Workflow dialog while the workflow is being compiled and deployed. When
you see the Deployment Successful dialog, your workflow is deployed and ready for use! Click
Close & Exit.

Step 10: Edit the Form Initializing rule to display the current user's employee details and pre-
vious leave requests
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Now that the workflow has been deployed, you can go back into your Forms and tweak them a little based on where in
the workflow the Form is being used (think of this as the "State" of the Form). For example, when the Form is used in
the Manager Approval step, you want to load the Previous Leave Requests for the user who requested the leave. Or,
when the Form is used to Start the workflow, you want to populate some of the controls on the Form with the current

user's information.
In Step 10, you will edit the Form for the Start Workflow state. You will add an action that retrieves the current user's pre-

vious leave requests found in the Leave Request SmartObject. These records will populate your List View. The second
step will be to configure K2 to automatically populate the Employee Name and Employee Email fields on the form with

the current user's details.

Step 10 Tasks

1. Editthe Leave Request Form, When the Form is Initializing rule on the Leave Request Workflow
(Default) state and add an execute a view method action to retrieve the previous leave requests
for the current user. Use the system value Email as the input property, then map all of the return
properties for the Leave Request List View.

On Leave Request List View View, Execute the Get List Method

@ Input Mappings A lter & Output Mappings & Sort
&5 auto Map | [i§ Clear All | X Clear Selected

Mapping Destinations Context Browser

=[] Leave Request Form B P System Values
= [7] Leave Request List View A E Current Date
= |@}, Leave Request SmartObject = & current User
= @ Get List ol FQN
= [ Input Properties C| Display Name
By 10 ]l nName

CI Description

lﬂ Leave Request Title . -
cl Email

[A} Employee Name o] Manager
v @Employee Email | m = ® & client
- = @ Error
Leave Start Date .
s | ® [ Environment Fields
[=], Leave End Date =[] Leave Request Form
B P
[A] Leave Type . - zetall |
® [ General

I 4 Requester Comments ®E O Appearance

2. Add a Transfer Data action and configure it to use the system value Display Name for the
Employee Name Text Box control and the Email for the Employee Email Data Label control.

Step 10 Walkthrough
a. In K2 Designer, click on the Leave Request Form and select Edit. Click the Rules button in the
Breadcrumb Bar (at the top of the screen). (A below) Highlight the Leave Request Workflow
(Default) state, then the When the Form is Initializing rule. Click Edit Rule.
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Form Designer (Leave Request Form) > Rules

States

o Add State | ) Remove State | ¥ Edit State

(.|

& (Base State)

@ Introduction & General & Layout & Param

@ Rules @ Finished
Rules

=k Add Rule |[ ¥ Edit Rule| >

= Leave Request Form (Form)

&/ Leave Request Workflow (Default) I

| I|——] When the Form is Initializing I

2 Workflow Task

= Leave Request Item View (View)

tate) ':'| On Leave Request Item View, when C

First, you want to populate the Leave Request List View. Recall that this is the view you created to output a list of
all leave requests previously submitted by the form originator. To do this, you want to execute (call) a SmartObject
method (Get List) for the list view. You want K2 to populate the previous leave requests when the form is loaded.

b. From the Rule Designer Actions pane (A below), click once on the action Execute a View method

to add it to the Rule Definition pane.

Rule Designer

Actions L] 7] When the Form is Initializing [

7

|P|"‘ Enabled| § 2

- Form Interaction When the Form is Initializing

. el
3 Execute a Form method El then complete the following one after another
[F then on Leave Request Item View View, execute the Initialize method

3 Setthe Form's properties

Set a View's properties r' then on Leave Request List View View, execute the Initialize method

= SmartObject Interaction .|
= - method
I & Execute a View method I i L

Execute a SmartObject method

y Execute a View method for items

e in a specific state

y Execute a SmartObject method for

items that have been changed

have been changed on a subv \1.-.6
™ Events | 17 Conditions g’ Actions

c. Click the select View link so that you can tell K2 which view you want to apply this action. Select

Leave Request List View.

When the Form is Initializing

= then complete the following one after another
ﬂ then on Leave Request Item View View, execute the Initialize method

|_=i] then on Leave Request List View View, execute the Initialize method

& then onfselect View iew, execute the

methb& Leave Request Item View

IEI Leave Request List View I
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d. Click the select method link and choose Get List. The Get List method retrieves content from a data
source.

When the Form is Initializing
Bl then complete the following one after another
[_\ then on Leave Request Item View View, execute the Initialize method
[] then on Leave Request List View View, execute the Initialize method
;}[ then on Leave Request List View View, execute th
method 5 Create

Delete

Expand

Get List

in Error

Now click the (configure) link. There are two primary sections to the editor that opens. First, you need to tell K2
which user records you want to retrieve (this is the input value) and second, you need to tell K2 which SmartObject
properties you want to return (these are the output values).

e. Onthe Input Mappings screen (A below) expand the System Values in the Context Browser and
drag the Current User > Email property into the Input Properties Employee Email field. Here, you
are telling K2 to use the current user's email as the filter to search for previous leave requests. You
want K2 to return all user records that have the same email as your current user.

On Leave Request List View View, Execute the Get List Method

@ Input Mappings A Ilter & Output Mappings & Sort
&5 Auto Map | [i§ Clear All | X Clear Selected

Mapping Destinations . Context Browser
= [ Leave Request Form SN System Values
= [7] Leave Request List View & @ Current Date
© |}, Leave Request SmartObject = 4 current User
E @ Get List c FQN
= [ Input Properties C| Display Mame
(EygiD ' [ Name

CI Description

il [ﬂ Leave Request Title .
| [ Email

[AL Employee Name ] Manager
v @Employee Email - Q Client
x L] 0 Error
(5] Leave Start Date _ | B [ Environment Fields
[][F) Leave End Date [ = [2] Leave Request Form
| |AL Leave Type :i : zztnaetal

[T [E, rRequester Comments ® [ Appearance

f. Now click the Output Mappings button. (A below). On this screen, you want to tell K2 which prop-
erties you want returned to your form. Using the image below as a guide, drag the highlighted Return
Properties into the Leave Request List View fields. (You may have to collapse the ltem View in order
to see the List View.) You are simply telling K2 which fields you want populated with returned records.
In this case, you are returning all of the fields, but you don't have to.
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On Leave Request List View View, Execute the Get List Method

& Input Mappings & A @ Output Mappings @ Sort

' 3 Auto Map | [ Clear Al Clear Selected

Mapping Destinations
=[] Leave Request Form
# Tyl Parameters
#® [7] Leave Request Item View
= 7] Leave Request List View
=l 7 Controls
= {55 Display Row(s)
| lf| Leave Request Title Data...
+| laf| Employee Name Data Lab... Employee Name

| |uil] Leave Start Date Data La... | [SHEEOCE Ao e
+| |uf] Leave End Date Data Label | [SHRE AT Elos o

v ﬂ Leave Type Data Label

Leave Type

v ﬂ Request Status Data Label | (AR EE T

|8] Leave Request SmartObject

Context Browser

= 7] Leave Request List View

|8}, Leave Request SmartObject

= P Methods
E & Get List
= Return Properties

Gk 1D
B q Leave Request Title
| [A], Employee Name
E Employee Email
™[], Leave Start Date
[} Leave End Date
| [A], Leave Type

[£, Requester Comments

‘Al Request Status

ferring system values to the Item View fields.

g. Stillin the Rule Designer (Actions tab), search the keyword
transfer

scrolling through all of the rule options.)

Actions 4 [ when the Form is Initializing

Itransfer I'l._l X Enabled| i

=5 Data Transfer When the Form is Initializing

& Transfer data

= Subview Interaction
& Transfer data to a subview

Initialize method

= Subform Interaction

&’ Transfer data to a subform

List method (configure)

then click on Transfer data to add it to the Rule Definition pane. (As you become more familiar with
rules, conditions and actions, you will find searching for a keyword to be much more convenient than

Rule Designer

= then complete the fallowing one after another

[5] then on Leave Request Item View View, execute the

[ then on Leave Request List View View, execute the Initialize method

[F then on Leave Request List View View, execute the Get

IE‘ then transfer data (configure) I

= events | 1 Conditons

Employee Email Data Label field. Click OK.

h. Click the (configure) link. In the Context Browser, expand the System Values node, then Current
User. Drag the Display Name into the Employee Name Text Box field. Drag the Email into the

Next, you want to display the current user's name and email on the Leave Request Item View. K2 will auto-
matically populate these fields based on who is logged in. These values will then be saved to the Leave Request
SmartObject when the form is submitted, along with the leave request details. This step is simply a matter of trans-
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that rules (like the one you are configuring now) will be stable.

Transfer Data
f}“ Auto Map _@ Clear All }( Clear Selected
Mapping Destinations
= 2] Leave Request Form
~
= 5l parameters
|[A] serialno
= 7] Leave Request Item View

= ffF Controls
d @ Leave Request Title Text Box

| [[Al Employee Name Text Box =| Display Name
| lail] Employee Email Data Label | =1 Email 4-"""7

E Leave Start Date Calendar

Fi5) Leave End Date Calendar

This step highlights the reason behind making the Email a data label and not a text box. Recall that a data label
cannot be changed by the user. You need the email to be consistent throughout the entire workflow process, so

Context Browser

B System Values

# [ current Date
= & current user
cl Fon
[C =l pisplay Name
cf nName
| Description
[C &l email
[ Manager
® & client
“ @ Error

# [ Environment Fields
=

When the Form is Initializing
= then complete the following one after another
[=] then on Leave Request Item View View, execute the
Initialize method
”;] then on Leave Request List View View, execute the Initialize method
'_] then on Leave Request List View View, execute the Get
List methed (configure)

[=] then transfer data (configure)

STEP 10 REVIEW

Your Rule Definition pane should now look like the image below. Click OK to close the Rule Designer.

In this step, you edited the Form Initializing rule on the Leave Request Workflow (Default) state, so that the current
user's previous leave requests will populate the Leave Request List View when the form is first loaded. The Default
state is the form configuration that the form originator will see. You configured the current user's email as the value K2
will use to search for records in the Leave Request SmartObject. You also configured the system values for the Dis-
play Name and Email (again, for the current user) to populate their corresponding fields on the Item View. System Val-
ues are a convenient mechanism for using the current user's details as filters and values throughout the workflow.

Step 11: Add a rule to populate the leave request details on the Manager Approval state

In this step, you will edit a rule so that the approving manager sees the originator's previous leave requests. You will
hide the Create button, since the approving manager doesn't need to create a record. K2 will automatically add a third
view to the Leave Request form specifically for the approving manager, which will contain your actions (Approved/Re-

jected) and a submit button.

Step 11 Tasks
Leave Request List View.

Employee Email input property.

1. Editthe Form Initializing rule for the Workflow Task state. Execute the Get List method for the

2. Forthe Input Property, use the Leave Request SmartObject Employee Email property for the
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@ Input Mappings @ Fllter @& Cutput Mappings @ Sort
&5 auto Map | [ Clear All | X Clear Selected

Mapping Destinations Context Browser
= [ Leave Request Form = [ Leave Request Form
= [7] Leave Request List View & ® [ Detail
= (8], Leave Request SmartObject # [ General
5 & Get List # ) Appearance
= = Input Properties # [ Advanced
Eg 1D Bl Tyl Parameters

On Leave Request List View View, Execute the Get List Method

= [7] Leave Request Item View

[A], Leave Request Title

=

[ Detall
General

r% Caontrols

i3]

[A] Employee Name

v aﬂ Employee Email .\ Employee Email

[, Leave Start Date

i ®=

Er 0
(5], Leave End Date
m Employee Name
|A| Employee Email

=1 Leave Start Date

[A], Leave Type

L_l Requester Comments

! . = @] Leave Request SmartObject

[A] Leave Request Title

3. Map all of the Return Properties for the Leave Request List View.
4. Sitill on the Workflow Task state, hide the Create button.

Step 11 Walkthrough

ager will see when they approve or reject the request.

Form Designer (Leave Request Form) > Rules

@ Introduction & General @ Layout & Parameters & Rules @ Finished

States Rules

=P Add State | 2 Remove State | | ) Edit State =P Add Rule | [ ¥ Edit Rule

& (Base State) = Leave Request Form (Form)

m Workflow Task I | I'ﬂ When the Form is Initializingl
@l Leave Request Workflow (Default) = Leave Request Item View (View)

[7] On Leave Request Item View, when C

manager to use.

a. Continuing on with Rules, highlight the Workflow Task state and the When the Form is Initializing
rule, then click Edit Rule. The Workflow Task state is the form and rule configuration that the man-

First, you want to configure an action so that the originator's previous leave requests are loaded. Recall in pre-
vious steps, you told K2 to retrieve the previous requests of the current user. On the manager's form, you don't
want the current user (that would be the manager), instead you need K2 to retrieve the form originator's records.
You also want to hide the Create button for the manager, as it is not needed. K2 will add a third view to this form
(the Workflow Task view) that contains the task actions (Approved, Rejected, etc.) and a submit button for the

b. Click on Execute a View method to add it to the Rule Definition pane. Click the select View link and
choose the Leave Request List View. Then click the select method link and choose Get List.
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Rule Designer

i Actions 4 || [[] when the Form is Initializing
(o[ ]| |l|lv]Enabled| £ 4 Move Up | > Remove | (=) Comm
5 Form Interaction = When the Form is Initializing
@ Execute a Form method 2 B [5] if current Workflow Activity is Manager Approval
&’ Set the Form's properties j‘ then open the Manager Approval worklist item (configure
& Set a View's properties £l then complete the following one after another

r.. then on Leave Request Item View View, execute the

= SmartObject Interaction S
- Initialize method
@’ Execute a View method |
thod

h then on Leave Request List View View, execute the Initializg
&’ Execute a SmartObject mel

@) then on Leave Reguest List View View, execute the Get

&’ Execute a View method for items that .
List method (configure)

are in a specific state

c. Click the (configure) link. Using steps very similar to those in Step 10, you will map the Input Prop-
erties and the Return Properties. But, instead of using the System Value for the email input, you will
use the SmartObiject value for the email input because you don’t want the email of the current user,
you want the email of the user who submitted the Leave Request.
In the Context Browser expand the Leave Request Iltem View node, then the Leave Request SmartObject. Drag
the Employee Email into the Employee Email input property.

On Leave Request List View View, Execute the Get List Method

@ Input Mappings @ Fllter @& Cutput Mappings @ Sort
&5 auto Map | [ clear all | X Clear Selected
Mapping Destinations Context Browser
= [5] Leave Request Form -~ B[] Leave Request Form
= [7] Leave Request List View ® [ petail
= (8], Leave Request SmartObject ® [ General
B & Get List # [ Appearance
= P Input Properties <1 M Advonced
Ex o sl Parameters
= [T Leave Request Ttem View
[A] Leave Request Title .
: [ Detall
[AL Employee Name ® [ General
: -
v fﬂ Employee Email E\ Employee Email = fT'S Controls
. ’ = @] Leave Request SmartObject
L Start Daty
[7] Leave Sta e 2 10
[F], Leave End Date [A] Leave Request Title
A Employee Name
[A] Leave Type Al Employ
. | |A| Employee Email
L_l Requester Comments hd =] Leave Start Date

d. Now switch to the Output Mappings screen (A below) and map the Return Properties for the Leave
Request List View. Click Finish when ready to close the configuration screen, but do not exit the Rule
Designer just yet.
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On Leave Request List View View, Execute the Get List Method

& Input Mappings & A @ Output Mappings @ Sort
&5 Auto Map | [ Clear Al Clear Selected
Mapping Destinations Context Browser
=[] Leave Request Form = 7] Leave Request List View
® Tyl Parameters B :nl Leave Request SmartObject
# [7] Leave Request Ttem View E [ Methods
= [7] Leave Request List View E G Get List
B (7 Controls B [ Return Properties
= [ Display Row(s) By 10
o M Leave Request Title Data... Leave Request Title [|ﬂ Leave Request Title
_ . A
+| lal]l Employee Name Data Lab... | [ANSHREEEEIER EL Employee Name

|ﬂ Employee Email

(=}, Leave Start Date

[} Leave End Date

Ia Leave Type

[, Requester Comments
+| [a| Request Status Data Label | [ANT Mo oE C & request status

# @] Leave Request SmartObject

o Jél'lj Leave Start Date Data La... | [ sBEETEES ladeh]
] |afi| Leave End Date Data Label | [SHE A= I e

[
+| [f] Leave Type Data Label EY' Leave Type

e. The last configuration is to hide the Create button for the approving manager. With the Actions tab
still highlighted (A below) search for the keyword
hide
then click once on Hide a View control to add it to the Rule Definition pane. Click the select View
link and choose Leave Request Item View. Click the select control link and choose Create Button.
Click OK to close the Rule Designer, then click Finish to complete the rule configurations.

Rule Designer

| Actions 4 | [ When the Form is Initializing
Ihide 'FII =] Il « |Enabled < 4 Move Up | X Remove | (=) Comment
= visibility n When the Form is Initializing
g’ Hide a view B E if current Werkflow Activity is Manager Approwval
@ Hide a view filter section E‘ then open the Manager Approval worklist item (configure)
s i £ then complete the following one after another
&" Hide the subview filter P ng T Columnis
& Hide the filter on a View on a subform r‘ then on Leave Regquest [tem View View, execy

HE  columnls

] Create Button

Il @ployee Email Data Label

- Initialize methed
@ Hide a tab I

[ then on Leave Request List View View, execut]
@ Hide a subform tab

& then on Leave Request List View View, execut

ployee Emall Label

Ig“ Hide a View contral I

List method (configure)

ﬂ¢

. . T
Hide a control on a View on a I @ then on Leave Request Item View View, hide select control control I
subform '

@&’ Hide a subview control

@’ Hide a Form control
. ™ events | 19 Conditions | g° m:tmns@
f. Right-click the Leave Request Form and select Check In. If you get a message about checking in
associated views, click OK to continue.

STEP 11 REVIEW

Create Button from the manager, as it is not needed.

In this final step to creating your basic Leave Request Approval application, you configured two actions for the Work-
flow Task state. This is the state that represents the form and rule configuration that the approving manager will inter-
act with. First, you configured an action that will retrieve the originator's previous leave requests. Then, you hid the
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Part 4: Test

Now it's time to test your basic Leave Request Approval application.

Step 12: Test the completed application
You will submit two Leave Request Forms. Using the link found in one of the task notification emails, you will open the
worklist item and action it (mark it as "Approved" or "Rejected"). You will then open the Leave Request Form again to
confirm that the previous two leave request records are appearing in the List View with the correct status value. (One
record should say "Submitted" and one should say "Approved" or "Rejected".)

Step 12 Tasks

one of the tasks.

Step 12 Walkthrough

1. Use the Runtime URL to open and submit two Leave Request Forms.
2. Open the approving manager's Outlook, then confirm there are two task notification emails. Action

3. Open the remaining worklist task and confirm the Request Status reflects the two results: Sub-
mitted and Approved/Rejected

a. From K2 Designer, click to highlight the Leave Request Form. In the Properties pane, notice the
Runtime URL. This is the link (or URL) to your form. You can provide this link to your end users so
that they can submit their own forms. (You may need to click the little down-arrow icon in the top right
of the panel to expand the properties for the form.)

b. Click the Runtime URL link. Depending on your environment, it may take a few seconds for the form

to open.
mE ‘,J
BEK2* DESIGNER
K2 Designer i Leave Request Form
Search: (= )_. . —
= Ilj K2 Designer
5 my items " e .
ame: eave Request Form
El P Al ltems &
® [ CRM System Name: Leave Request Form
® [1] Exchange Description:
® ] HowTokK2 Design Time URL: https://k2. denallix.comyDesigner/Runtime/ Form/Leave + Request+ Formy
B F-' K2 I.earning Runtime URL: I |I|[|'\-\.'_."_.-"-{}_|:|:!I;'|:|_\'_-' amd RuntimeRuntime! Form/ Leayve + :!u'f;l st Formy I
B [5 Leave Request Category: K2 Leamning'Leave Request\Forms
= P Forms }
= Version: 2.0
L'".II Leave Request Forml
@ [ Smartobjects | Created Date: 4722015 3:36 PM
B [ Views Created By: Denallix Administrator
B 1) workflows Madified Date: 462015 3:11 PM
# [7] SharePoint 2013 Maodified By: Denallix Administrator
B [ Recent tems Status: Checked in

c. Complete the form fields with the exception of the Request Status field, then click the Create button
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Leave Request

Leave Request Title:
Employee Mame:
Employee Email:
Leave Start Date:
Leave End Date:
Leave Type:

Requester Comments:

Request Status:

Previous Leave Requests

Testing for the first time
Denallix Administrator

Administrator@denallix.com

4/13/2015 =
4/15/2015 ey
Study Leave A"
K2 Training!

No items to display.

LEAVE REQUEST... EMPLOYEE NAME  LEAVE START DA... LEAVE END DATE

LEAVE TYPE

REQUEST STATUS

close the browser.

application)

d. You should see an animated processing icon, then you will be returned to the form as you left it.
Change the fields (title, dates, etc.) and click the Create button again. Once again, the form pro-
cesses very quickly and you are returned to the form as you left it. If you did not receive any errors,

(Usually, you would add some kind of confirmation message to indicate to the user that their request
was submitted. You will add this functionality in the extended version of the Leave Request Approval

Leave Request Title:
Employee Mame:
Employee Email:
Leave Start Date:
Leave End Date:
Leave Type:

Requester Comments:

Request Status:

Previous Leave Requests

Testing for the second time

Denallix Administrator
Administrator@denallix.com

4/20,/2015

4/24/2015

Paid Time Off

I'm going on leave!

No items to display.

B3

<

LEAVE REQUEST... EMPLOYEE NAME LEAVE START DA... LEAVE END DATE

LEAVE TYPE

Leave Request

REQUEST STATUS
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Now you need to open the approving manager's Outlook and confirm the task notification emails were received.
Then you will action one of the tasks. If you are working on a K2-provided virtual environment (VM), you are likely
logged in as Denallix Administrator. Administrator's manager is Jonno, so you'll open Jonno's Outlook. (If you are
building this application in your own environment, you will need to access the appropriate Outlook account of the
Manager for the user that submitted the leave request or whatever user you selected for the Manager Approval
task when you designed the workflow.)

e. Ifusing a K2-provided virtual machine, close all open Internet Explorer windows. Then, click the
User Shortcuts arrows found in the lower-right corner of the screen. Expand the Legal folder and
click IE (Jonno) as well as Outlook (Jonno) to open IE and Outlook as Administrator's manager,
Jonno.

& [E (Daniel)

£ IE (Debbie)

8 (g
IE (Joe)

8 IE {Janna) 1
IE {Richard)

& Outlock (Daniel)

£ Outlook (Debbie)

i Ouwtlook (Eric) |. Finance H
Outlock (Joe] |1 Headquarters H
Qutlock (Jennc) 2 |. Human Resources M

& Outlock (Richard) | Legal

|y Operations H
. Sales o
). Distnbutors H
|y Partners H
|. Regional Offices M
pis 7 236PM
User Shorteuts | || = YE015

Jonno's Outlook will begin to open. This can take a minute or two when using a virtual machine environment. If
you see a message about synchronizing CRM data, continue to wait. If you see a message about licensing, close
to continue.

f. Confirm there are two task notification emails. In one of the emails, Click to open the worklist item
link to open the form and action the request.

| Search Current Mailbox (Ctrl+E) A2 | Current Mailbox - £ Reply £ Reply All £ Forward
All  Unread ByDate ~ Newest + ' Mon 4/6/2015 3:29 PM
4 Today | @ K2 Service
K2 Service ! Il NewTask
New Task 329 PM _
Dear Jonathan King, To Jonathan King
K2 Service .
New Task 3:27 PM Dear Jonathan King,
Dear Jonathan King,
Use the following link to open the worklist
| Click to open worklist item I
To action your task via e-mail, respond with
one of the following actions:
+ Approved
+ Rejected
You may also use one of the standard
actions:
Note

Notice the Workflow view that K2 has placed at the top of the form. This is the default panel that K2 added to
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Folio:

Activity Mame:

Instruction:

Select Action:

Leave Request

Leave Request Title:
Employee Mame:
Employee Email:
Leave Start Date:
Leave End Date:
Leave Type:

Requester Comments:

Request Status:

LEAVE REQUEST TITLE
Testing for the first t..

Testing for the seco...

Testing for the first time

Denallix Administrator
Administrator@denallix.com

41372015

4/15/2015

Study Leave

K2 Training!

Submitted

Previous Leave Requests

EMPLOYEE NAME LEAVE START DATE

Denallix Administrator  4/13/2015

Denallix Administrator  4/20/2015

the form when you workflow-enabled the form by adding it to the Manager Approval task. The approver will
select their decision from the drop-down list and then click the Submit button to complete the task. This work-
flow panel is not the only way to workflow-enable forms, you can also define your own controls and rules to
workflow-enable a form. For the purposes of this exercise you are just using the simplest approach to work-
flow-enable forms.

g. Action the request by selecting one of the Action items, then click Submit. This time, you will receive
K2's generic confirmation message. Click OK to close the dialog and then exit the browser.

Warkflow

Testing far the first time

Manager Approval

Approved

EE EE

<

LEAVE END DATE LEAVE TYPE REQUEST STATUS
4152015 Study Leave Submitted
4/24/205 Paid Time Off Submitted

h. Open the second worklist item. In the Previous Leave Requests list, confirm that the Request Status
value has now changed for the request that you approved in the previous step. If you wish, you can
Approve or Reject this second leave request.

Previous Leave Requests

LEAVE REQUEST TITLE
Testing for the first t...

Testing for the seco...

EMPLOYEE NAME LEAVE START DATE

Denallix Administrator 4132015

Denallix Administrator  4/20/2015

LEAVE END DATE LEAVE TYPE REQUEST STATUS
4/15/2015 Study Leave
4f24/2015 Paid Time Off Submitted

Confirm that the Leave Request details are correct (A below) and then confirm that both form submissions show
up in the Previous Leave Requests view with the Request Status as Submitted. (B below)
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STEP 12 REVIEW

In this step, you tested your Leave Request Approval application by submitting two forms using the Runtime URL. The
Runtime URL is the "user" link that allows your users to access and submit your forms. (Note: depending on your K2
environment setup, this link would probably only be available to internal users in your organization but there are ways
of exposing SmartForms to the outside world.) You confirmed the task notification emails were sent and after action-
ing one of the worklist items, you confirmed the Request Status property was updated appropriately in the Leave
Request SmartObiject.

Summary

The exercises in the Leave Request Approval (Basic) Application are meant to provide an introduction to building K2
Applications and the K2 components of an Application: Data, Forms and Workflows. By completing the five parts, you
should have a basic understanding of how data, forms and workflows integrate with each and how rules can be imple-
mented to provide dynamic functionality to your user interface (for example, auto-populating form fields with the cur-
rent user details). Key to these exercises are the following:

Data

m SmartObijects are "connectors" to data sources and are the bridge between providers of data (data sources) and
consumers of data (forms, workflows, etc.).

m SmartBox is K2-provided storage for creating your own data source from "scratch".

m SmartObject methods can be called from views, forms and workflows (for example, Get List).

Forms

m Forms are containers for views and controls.

m Views are logical sections of form content.

m There are two types of views: Item Views contain the content from one record. List Views contain multiple
records.

m Rules are comprised of Events, Conditions and Actions. Events are when something occurs, Conditions are ifa
specific criteria has been metand Actions do something if the Event and Condition has been met.

m Rules can be applied to different workflow states, essentially creating custom forms for workflow events.

m Forms and views must be checked in before they can be exposed to users.

Workflows

m Workflows created in K2 Designer are comprised of steps and events and are connected with outcome lines.

m There are two types of events: System Tasks are performed by the K2 server such as sending an email or updat-
ing a SmartObject. User, or Client Tasks are performed by a human, such as making a decision of some kind.

m  Workflows must be deployed before they can be exposed to users.
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Part 2: Diving Deeper into Data, Forms and Workflows
I o= >

Video

PART 2

DIVING DEEPER INTO DATA, FORMS AND
WORKFLOWS

SmartObjects that integrate with external systems

Tweaking SmartForms: Rules, States, External Data

More Workflow features: Escalations, Rework loops, customized emails
Editing existing SmartObjects, Forms and Workflows

Extend the Leave Request Approval Application

N N

Reporting on K2 Applications

In Part 2 of this module we will dive deeper into the Data, Forms and Workflow components of K2 applications. We sep-
arate Part 2 into Data (with a exercise), then Forms (with an exercise) and finally Workflows (with an exercise). In the
exercises for this module, you will expand on the basic version for the Leave Request Approval application that you cre-
ated in Part 1, and add more functionality and features to the application.

You will learn:

= How to use SmartObijects to integrate with an external system
m Alittle more detail on working with SmartForms
m More detail on workflow components like:
m Escalations
m Rework loops
m Customized emails and task notification messages
m More advanced outcomes like multiple approvals
m How to report on K2 Applications

Note
Note: this module is not intended to cover K2 smartforms in-depth, so we will keep the SmartForms aspect light. If

you will be using SmartForms, there is a separate training course that covers SmartForms in much more detail.
We are using SmartForms since it is one of the easiest ways to build user interfaces without any third-party tools
like SharePoint or Visual Studio.
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EXERCISE 2: SmartObjects

EXERCISE 2: SmartObjects

= Scenario: Edit the Data elements (SmartObjects) of the
Leave Request Approval application

==/ = Edit the existing SmartBox SmartObject to add another
property
22 = Create a SmartObject that retrieves data from a SQL
database
a) Create a Service Instance
b) Auto-generate a SmartObject for the specific table we want to use

c) Move the SmartObject to a specific category

Note: A Mastery checkpoint will follow this exercise \5 15-20 mins

Video

This exercise goes into a little more depth on SmartObijects, the "Data" component of our Leave Request Approval
application. We will edit the existing Leave Request SmartObject to add another field, and we will create a new
SmartObject that integrates with a Microsoft Azure SQL database. (We will use this SmartObject in a later exercise to

populate a drop-down list of leave types from the database).

You will also learn how to register a Service Instance, auto-generate SmartObjects and move SmartObijects in the Cat-

egory System.
After this exercise we will do a quick mastery check on SmartObijects.

Adding an "Approver Comments" property to the existing SmartObject

SmartObject Designer (Leave Request SmartObject) > Define Properties
@ Introduction @ General & Define Properties @ Configure Associations (Optional) & Finished
SmartObject Properties
% add | [ edit | €) Remove | P Remove All | {f Move up
Name Description Type Key |Required
{n] The key used to identify a speafic record. & Autonumber
Leave Request Title .-\.l Text
Employee Name Al Text
Employee Email \l Text
Leave Start Date =] pate
Leave End Date = Date
Leave Type \I Text
Requester Comments [ Memo
Request Status Al Text
Approver Comments L Memo

Unique

K2 blackpearl Core

Page 57 of 332


https://www.youtube.com/embed/FL4HuFYhEbQ?rel=0&autoplay=1&modestbranding

The SmartObject we will use to retrieve leave types from the external SQL database

o SmartObjects - Senices - Tester [=1o] = |
Fle Took View Hep
2] Redreah &8 .-I_;QM.-WML o Regiveer Se N 2 Raciea T - 2 AN O I fnot Srnacelibiace

. Sermelityt Eagiens mmmmwmrmmt
L Smarilibeect [aglores | e veow

# L Active Dinsctery

| b Eovoute 5 View il (2 Rebvesh SvariObject

| efoemagon

| Smaritget Hame:  Loare Trpe SmariCitwect
Metod s Exmcrbe [

i Irgat Progestey

Ingut Frpenses |
X Cleae Vabues [ Goreerate uta
LT ypeld | Aakorambs | | IC
L‘“TMIT—I_ [T l;,
ol Chtry 1148 - whsreegitoren (1011 =
4 Comnets 3 3 m ¥ T3 W [Kilrernleg]
Lint Fremdy i uiyrharkden,databirie s, et (501 Server 110
i S Databais
| 1 o5 k¥ . ey Dt
LowwTignld  LowwsTypeliescapion 1 ey
Vieaton L = Tobles
o [ Syt Tanies
d . i = Demalie Daparimand
4 oty Levs i 2 Desalia Ragon
f frpssvinri Laren = R T S —
3 gt Lavern i 2 Humankmcuron Lasa Typa
2 Saten Curstiorar
= Lo Pedurt

Fangatinn Time: QADEI59) 10,

When you are ready, continue on to to review the design
of the extended version of the Leave Request application, and then you can continue on to the
exercise to build the enhanced SmartObjects for the application.

Leave Request Approval (V2 or "Extended" version)
This tutorial explains how to build a more advanced application by extending the basic version of the Leave Request
application and provides more advanced learning in the following components of K2 applications: Data, Forms and
Workflow. This tutorial is intended for users new to K2, or with little K2 experience.

Note

This tutorial assumes that you have already completed the Leave Request (V1 or "Basic" version). If you have not,
please complete the basic version first, since this tutorial depends on and extends elements that were built in the
basic version. If you are already familiar with the basic principals of K2 smartforms and workflow, you may down-
load and deploy the basic solution in lieu of completing the step-by-step instructions. The solution for the basic ver-
sion is provided with that tutorial.

This tutorial can be completed in any environment that has K2 version 4.7 or later installed. K2-delivered training
events normally include access to a Virtual Server environment provided by K2 which you will use for the exercises.
The screen shots and users in the tutorial reflect this K2-provided virtual environment. You can, however, complete this
tutorial in any other environment as long as the necessary K2 components are installed and operational. You must also
have the necessary rights and permissions to create the K2 artifacts in the target environment.

Some tutorials require that you have internet access to be able to connect to an external SQL database used for retriev-
ing data. Those tutorials contain expanded information on internet connection requirements.

Tutorial Overview
You may recall that K2 Applications consist of four main components: Data, Forms, Workflow and Reports.

In Part 1, you expand upon the Data component by editing the existing Leave Request SmartObject and adding an
additional property. You'll open the K2 Management site and build a service instance based on the SQL Server Service
Type. You will then auto-generate a new SmartObject called Leave Types, which will connect to an external SQL data
source. In Part 2, you will expand the Forms component by adding the new Leave Types SmartObject as the data
source for the Leave Type drop-down list. In Part 3, you will expand on the Workflow component by adding additional
email events and a new outcome called Rework. You will also return to Forms where you will edit rules and add actions
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that will incorporate your data and workflow updates. In Part 4, you will test the new version of the Leave Request applic-
ation.

Prior to jumping into building the application, it is important to understand what you want to achieve, by designing the
necessary pieces of the application. Let's start with the workflow.

Leave Request Workflow

As before, you can use a logical flow diagram to represent the various steps and actors in the workflow. The diagram
below shows the extended version of the workflow. Note that there is a rework loop so that the approver can send the
request back for rework, and there are additional steps in the workflow to send e-mail notifications to the requester.
You will also add an escalation to the manager approval step to remind the approver and originator if the request is not
approved by two days before the start date of the leave request.

5 -
'
£ Submit Leava Rework task
E Request et ssignied o form Lancel
£ ariginator I
E Resubmit
Rewnork
. N |
. (T
5 pproval task
H assigned to form Approval
a originator's Decision
& manager
4 Approved
— lﬂ L 4
Rejectad oy Email form
Set Status to Set Status to .| originator of Set Status to
Submitted v Approved : approved Canceled
E decizion
S
& 0.
=g 4
St SEAtus to Email form
. »| originator of |———| END
Rejected . h
rejected decision

Leave Request Data

The first change to the data design is that you want to provide a field where the approver can capture comments so that
the requester knows why their request was sent back or rejected. To do so, you will edit the existing Leave Request
SmartObject and add an additional data field called Approver Comments.

You may recall that SmartObjects can also interact with other systems. SmartObjects are essentially a "middle layer or
connector" that allows consumers of data (such as forms and workflows) to interact with providers of data (such as SQL
databases, Active Directory or SharePoint, among others). In this version of the application, you will leverage this
power by creating a SmartObject which retrieves data from a externally located SQL database.

The screen shot below shows the data that is returned after querying the external SQL database. You will replace the
static Leave Type drop-down list values that you created in the basic version, with values from the new Leave Types
SmartObject.
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Execute SmartObject Method ] X

Input Properties

Select method: List e
PROPERTY TYPE VALUE

LeaveTypeld Autonumber

LeaveTypeDescription Text

Input Properties Results

LEAVETYPEID LEAVETYPEDESCRIFTION
1 Vacation Leave

Sick Leave

Study Leave

Discretionary Leave

o W M

Unpaid Leave

Note

The integration data sources used in this application (the Azure SQL database that provides the Leave
Type data) is intended only for tutorial and demonstration purposes. Itis not intended for use in pro-
duction applications and is not supported or guaranteed by K2. The SQL database used for this tutorial
runs on SQL Azure. Connecting to the database will require an open port for port 1433 as described in
this Microsoft KB article: http://support.Microsoft.com/KB/287932

If you are unable to connect to the provided SQL Azure database, you will need to open up the appro-
priate firewall rules or ports, or alternatively install the database on a local SQL environment using the
provided SQL scripts located at http://help.k2.com/files/8553. Please contact your SQL database admin-
istrator for more information and help.

Leave Request Forms
The forms in the application will be adjusted to include the new Approver Comments field, and this field will be locked
down so that it can only be changed when the approver is reviewing the request.

Additionally, you will update the Leave Type drop-down list to use the new SmartObject which retrieves the leave type
values from the external SQL database. You will also make a few minor changes to the form's behavior so that itis a
little more user-friendly, such as clearing out the data after a new request is submitted.
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Leave Request

Leave Request Title Test 3

Employee Name Denallix Administrator

Employee Email Administrator@denallix.com

Leave Start Date 3/26/2015 r5)

Leave End Date 3/27/2015 L Look up the Leave Types from the external SQL
database, using the new SmartObject

Leave Type Study Leave

Requester Comments Test 3 comments

Approver Comments Sent back for rework

L2

Add a field to show the approver's comments (e.g. why this was returned for rework)

Previous Leave Requests

LEAVE REQUEST TITLE EMPLOYEE NAME LEAVE START DATE LEAVE END DATE LEAVE TYPE REQUEST STATUS
First Test Denallix Administrator 3/25/2015 3/27/2015 Study Leave Approved

Test 2 updated title Denallix Administrator 3/26/2015 3/27/2015 Sick Leave Rejected

Test 2 Updated Denallix Administrator 3/26/2015 3/27/2015 Sick Leave

Building the application

Now that you have designs for each of the elements of the extended version of the Leave Request application, you can
start building them. As before, you will start with the data elements, then the form elements and finally the workflow
enhancements.

When you are ready to start building the application, continue on to the Part 1: Data section to get started.

Part 1: Data

Part 1 of this tutorial will extend your knowledge of K2 SmartObjects and how you can define SmartObjects that interact
with other systems. SmartObjects are essentially a "middle layer" or "connector" that allows consumers of data (such
as forms and workflows) to interact with providers of data (such as SQL databases, Active Directory or SharePoint,
among others).

In this part, you will extend the Leave Request SmartObject by adding a field to store approver comments. You will also
create a new SmartObiject (along with the underlying configuration) to connect to a SQL database. The results returned
will be a list of leave types that will automatically populate the Leave Type drop-down list.

Step 1: Add the Approver Comments property to the Leave Request SmartObject

This step will demonstrate how you can add additional properties to existing SmartBox SmartObjects. You will add the
Approver Comments property to the Leave Request SmartObject. (Later on, you will add this field to the Leave
Request item view).

Step 1 Tasks

1. In K2 Designer, edit the Leave Request SmartObject and add a Memo type property called
Approver Comments

Step 1 Walkthrough
a. Launch K2 Designer (Start Button > All Programs > K2 blackpearl > K2 smartforms > K2
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Designer).
b. Expand the All ltems > K2 Learning > Leave Request > SmartObjects categories. Right-click the
Leave Request SmartObject and select Edit.

= [~ K2 Learning —
=l [ Leave Request ::
® [ Forms o
= [ SmartObjects
c] Leave Request Smartol[ ., :
B Views
® [ workflows s} Delete
* SharePoint 2013 % Rrename
Recent Items LI."j Save As

[F., Design view

c. Onthe SmartObject Properties screen, click Add. (A below) For the Name, enter

Approver Comments
then select the Memo option from the data Type drop-down. Click OK, then click Finish to save the
SmartObject edit.
SmartObject Designer (Leave Request SmartObject) > Define Properties
@ Introduction & General @ Define Properties @ Configure Associations (Optional) & Finished
Smart Properties
ﬁ_ﬁ; Ad 0 ) Remove All
Na \ cscripti o = el 4 Leave Re uema
1D —
Leay| £ O
Emi| Name Description Type Key |Required | Unique
Emy | Approver Comments || IL Memo ~ |
Lea
Lea
Leave Type @Text =] Leave End Date
R g " L M Leave Type
SKUESEEr LOHMINGIEE sl Requester Comments
Request Status Text Request Status
Note

Adding a new property to a SmartBox SmartObject in K2 Designer is a simple process and the change is pub-
lished as soon as you Finish the SmartObject Designer. This means that the Approver Comments property
you just added is ready for use in your Leave Request item view. Use caution when deleting properties: if you
reference a deleted SmartObject property in a rule or workflow for example, that rule or workflow will likely
throw an error because it is trying to read a property that does not exist anymore.

STEP 1 REVIEW

In this step, you added a new property to the Leave Request SmartBox SmartObject to hold the approver's com-
ments. Adding a new property to a SmartBox is reflected as soon as you finish the designer, meaning the new prop-
erty is ready for use in the Leave Request item view that is based off of the SmartBox SmartObject.

Step 2: Create a SQL Server service instance and auto-generate a SmartObject from the ser-

vice instance

In Step 2, you will create a connection called a "service instance" to an external SQL database, then generate a
SmartObiject for a specific table in that database (leave types). The data from the leave types table will be used to auto-
matically populate the Leave Type drop-down listin the Leave Request item view.
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Note

New to K2 blackpearl 4.7 is the K2 Management site. If you are familiar with the K2 Workspace and the SmartOb-
ject Services Tester utility, you will find that many of the features and functionality in these tools are now located in
the new Management site. In addition to managing processes and process instances, the K2 administrator can cre-

ate service instances and SmartObjects directly from the Management site. You can also create SmartObjects
using K2 Designer, K2 Studio and K2 for Visual Studio.

Note

In a K2 environment, registering a service instance for a particular system only needs to be performed once. If you
are using a shared environment (for example, if you are completing this exercise in your own K2 environment), this
step only needs to be performed once and may already have been completed by another user. If you prefer to cre-

ate your own service instances, use a unique identifier for the service instance display names and system names.
Otherwise, use the service instance that already exists.

Note

If you are attempting this tutorial from within a fire-walled environment, you may not be able to connect to the target
SQL database. In this case, speak to your network administrator to determine if access can be opened to the tar-
get SQL database over port 1433 as described in this Microsoft KB article: http://sup-
port.microsoft.com/kb/287932, or alternatively you will need to create the database internally in a SQL serverin

your own environment. You can download a script to create the SQL database from the following location:
http://help.k2.com/files/8553 . Please contact your SQL database administrator for more information and help.

Step 2 Tasks
Launch the K2 Management site. (Start > All Programs > K2 blackpearl > K2 Management)

1.

2. Add a new service instance of the SQL Server Service Type using the table below as a guide for
the necessary properties. If a property is not shown in the table below, then assume the default
value.

Field Name Setting

A Display Name Leave Types

B Description Returns a list of leave types.
Service Type SQL Server Service (default)

C Authentication Mode Static

D User Name K2LearningUser

E Password K2LearningPass

F On Different SQL Server true

G Command Timeout 90

H Database K2Learning

| Server uh8ydarb4m.database.windows.net

J Use Native SQL Execution false

K Generate SmartObjects for this Service = CHECKED

Instance
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Configure Service Instance D

Service Instance

Display Name: 0 Leave Types

Description: Returns a list of leave types.

Service Type: SQL Server Service ~

Service Authentication

Authentication Mode: @ Static A
Security Provider:
CaAuth Resource Name:

QAuth Resource Audience:

User Name: 0 KZLearningUser
Password: o LITITITTTI T LYY
Extra:

Service Keys

SETTING VALUE

StoredProc Dataset Execution fa|se

On Different SQL Server * true o

Mon-word character
replacement for object
system names *

Command Timeout a0 @

Database Maximum Decimal 239

Value * .

Database * K2Learning 0

Server * uhgydarbam.database.windows.net o

Use parameters for stored
procedures *

Use Mative SQL Execution®*  fajse o

Encrypt connection false

true

SmartObjects

@ Generate SmartObjects for this Service Instance

3. Confirm the new Leave Types service instance is displayed in the Service Instances pane.

Step 2 Walkthrough
a. Launch the K2 Management ite. (Start > All Programs > K2 blackpearl > K2 Management)
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| K2 blackpearl

K2 Designer
[Zz] K2 Designer for Visual Studio 2013

[J¢ K2 Package and Deployment
e K2 Server

i K2 Server (Service Account)
22 K2 Studio

[F] K2 Workspace

. Documentation

| Setup

. Maintenance v

4  Back

Search programs and files e |

Note
This tutorial touches upon the Integration features found in the K2 Management site. For more detailed

information on the K2 Management site, see the tutorial Administering K2, or the K2 blackpearl Product Docu-
mentation.

b. Expand the Integration category, then click Service Types.

=.. Management

Dashboard
Categories
Environment Library
Features
Servers
Authentication
Integration
% Service Types
Service Instances
SmartObject Security
SmartBox Security
Nr SmartBox Object
# SmartObject Services

> H Workflow Server

@ Denallix Administrator

c. The available service types are displayed in the central Service Types pane. You will be adding a
service instance of the SQL Server Service Type for this step. To help you locate the correct service
type, enter
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sql
into the search text box, then click the green refresh icon.

Note

The Service Types node contains the available service types (or connectors). Instances of service types are
individual connections containing specific configurations. For example, you will add an instance of the SQL
Server Service Type and configure it to connect to an external SQL database. By creating the service
instance, K2 will discover the properties and methods that define the SQL data source.

Account Management
AD Service2
Azure Active Directory

CRM

CRM 4 Functions
CRM Functions
Deployment Service

i
3
i
E
# CRM 4 Entity
*
*
»
3

Docusign

Service Types
o= New # Edit X Delete New Instance
Selected Filter: Default N Jr
Quick Search:  All fields | sql X | &
NAME NUMBER OF INSTANCES

1
1
0
1 -
Current Service Types
0
0
1
1

0

d. Atleasttwo service types for SQL are returned: SQL Reporting Service and SQL Server Service.
(There may be additional service types depending on your environment.) Click to highlight SQL
Server Service, then click the New Instance button.

Service Types

= New 4 Edit X Delete | =f= New Instance

Selected Filter: Default v

Quick Search: Al fields N osgl (]
NAME NUMBER OF INSTANCES

# SQLReporting Service 0

# S0QLServer Service 1

K < 1 7

e. Use the table below as a guide for configuring the service instance. For additional reference, see the
image below the table. Click OK after you have set the fields.

Note

In this step, notice that you will select the option to have K2 automatically generate a SmartObject from the
SQL service instance (K). Because you are not customizing the new SmartObject, auto-generating is good
choice and will return all of the properties and methods discovered. If you need to customize the SmartObject
(for example, selecting which properties you want returned), use a SmartObject design tool such as K2
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Studio, K2 Designer or K2 for Visual Studio.

w >

ASCTIOGTMMOO

Field Name

Display Name
Description

Service Type
Authentication Mode
User Name

Password

On Different SQL Server
Command Timeout
Database

Server

Use Native SQL Execution

Generate SmartObjects for this Service
Instance

Setting
Leave Types
Returns a list of leave types.
SQL Server Service (default)
Static
K2LearningUser
K2LearningPass
true
90
K2Learning
uh8ydarb4m.database.windows.net
false
CHECKED

K2 blackpearl Core

Page 67 of 332




Configure Service Instance D

Service Instance

Display Mame: o Leave Types

Description: Returns a list of leave types.

Service Type: SQL Server Service A
Service Authentication

Authentication Mode: 0 Static h'd
Security Provider:
OAuth Resource Mame:

OAuth Resource Audience:

User Name: 0 K2LearningUser
Password: o ITITI R PTYILY
Extra:

Service Keys

SETTING VALUE

StoredProc Dataset Execution false

On Different SQL Server * true o

Mon-word character
replacement for object
system names *

Command Timeout a0 @
Database Maximum Decimal
239
Value *
Database * K2Learning 0
Server * uh8ydarb4m.database.windows.net o

Use parameters for stored
procedures *

Use Native SQL Execution * false o

Encrypt connection false

rue

SmartObjects

“

f. You should see a confirmation dialog box. Click OK to close the dialog box.

Take a moment to locate the new service instance you just created using the following steps.

g. Stillin the Integration node, click Service Instances. Scroll down and locate the Leave Types ser-
vice instance. Notice the name, description and service type correspond to your configuration set-
tings.
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L]
am Management

™ Dashboard

Categories

Enviranment Library Sorice Inctances

' Features

] Servers + add A oEdie X Dol enerate SmantObjects  ((r Refresh Serviee

¥ Authentication s Refresh

% Integration Sebected Filter:  Default W

Quick Search: Al fields A (o]

MAME DESCRIFTION SERVICE TYPE

F Account Managem... A Diredlory Account Management Sendie Objed AcCount Management

W Active Directory Se..  Active Directory Service Objedt AD Service2

. SmartBox Obje

_ hittpaiiciea
J“ martc jices EServic

» B Workflow g I*, Leave Types Returns a list of leave types. SGL Server Senvce I

@ Denallix Administrator ‘. LicensingSerae Service broker for license management, Licensing Service

STEP 2 REVIEW

In Step 2 you created a new service instance based on the SQL Server Service Type. The new service instance con-
tains connection settings that are specific to an external SQL database. As part of the configuration, you selected the
option for K2 to automatically generate SmartObjects for the data objects that were discovered. In the next step, you
will test the SmartObject, then rename it and move it to the appropriate Leave Request category.

Step 3: Test the SmartObject, then rename and move the SmartObject to the Leave Request
category

Before you use the new SmartObject in your item view, you will test it to confirm the connection configuration. Then, just
to keep your environment organized, you will rename the SmartObject and move it to the Leave Request > SmartOb-
jects category that was created in the basic tutorial.

Step 3 Tasks

1. Expand the Categories node, then the SQL Server Service node. Locate the [HumanResources].
[LeaveType] table under the Leave Types Service Instance, then execute the List method. Con-
firm results are returned with two properties shown: LeaveTypeid and LeaveTypeDescription.
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Ba Management

™ Dshboard

-l w8 Categories
» W Active Directory
> m CRM
> W Exchange
> W K2 Learning
» ™ SharePoint 2013
> W SmartBox Service
- W SQL Server Service
-] W Leave Types
-1 W Tables
a¢ [Denallix).[Department]
a¢ [Denallix].[Region]
¢ [Finance].[ExpenseCategory]
nr [Sales].[Customer]
ap [Sales].[Product]
> W Views

w = TactCrmartDavi

@ Denallix Administrator

2. Click the Design link to edit the SmartObject. Rename the SmartObject to
Leave Types
then move the Leave Types SmartObject to the K2 Learning > Leave Request > SmartObjects
category.

Step 3 Walkthrough

a. Expand the Categories node, then expand the SQL Server Service node. Notice the Leave Types
SmartObject. Expand Leave Types, then Tables. There are six tables discovered with this SmartOb-
ject.

Note

When the service instance was created, K2 discovered the tables within the SQL database. Each table in
return, has properties. Properties can be compared in theory to the columns in a spreadsheet. For example,
Name, Department, Email and so forth. Each table will have its own set of properties and those properties
may or may not contain actual values. The SmartObject becomes the communication mechanism between
your forms and workflows and the values found in the SQL tables. For example, you will use the values found
in the [HumanResources].[LeaveType] table as the values for your Leave Type drop-down list on your item
view.
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Management

™ D3shboard

-1 = Categories
> W Active Directory
> W CRM
> W Exchange
> W K2 Learning
> W SharePoint 2013
> W SmartBox Service
- = SQL Server Service
- W Leave Types
-l W Tables
[Cenallix].[Department]
[Denallix].[Region]

10 [Finance].[ExpenseCategory]
[HumanResources].[LeaveType]
[Sales].[Customer]
[Sales].[Product]

> W Views

w = TactCrmartDav

@ Denallix Administrator

b. Double-dlick the [HumanResources).[LeaveType] table to expose the properties and methods in
the central pane. Take a minute to review the following sections:

m A: Displays the system details such as the system name, date created and created
by values.

m B: Displays the properties: LeaveTypeDescription and LeaveTypeid (think spread-
sheet column titles).

m C: Displays the methods for this table. You will use the List method to return a list of
leave types for the Leave Type drop-down list on the item view.
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-
L[

[HumanResources].[L...

Delete Moaove Copy Design

Last Modified on 5/11/2016 by Denallix Administratar

VERSIONS: 0

CREATED: 5M1/2016

Selected Filter:  Default
Quick Search: Al fields
NAME

A LeaveTypeDescription

% LeaveTypeld

Methods

(¥) Execute
DISPLAY NAME
= Create

=f] Delete

2f ust

=[] read

=[] update

6]

SYSTEM NAME: Leave_Types_HumanResources_Le..

Properties
v £

S

SYSTEM ID: 3a19ed88-e36e-4e6d-8975-5a4d78...
LAST DEPLOYED: S5A11/2016

CREATED BY: Denallix Administrator

<

TYPE

Text
Autonumber

>

Methods

(») Execute

DISPLAY NAME

=J] Create

=] Delete

=f vist

=f] Read

=J] update

Next, you will test the SmartObject connection by executing the List method.

c. Inthe Methods pane, click to highlight the List method, then click Execute.

d. There are no input properties for this test, so click Execute. The Results pane will appear with the val-
ues from the [HumanResources].[LeaveType] table. This confirms the external SQL database con-
nection is correct. Exit the Execute SmartObject Method screen.
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Execute SmartObject Method ] X

Input Properties

Select method: List A
PROPERTY TYPE VALUE

LeaveTypeld Autonumber

LeaveTypeDescription Text

Input Properties Results

LEAVETYPEID LEAVETYPEDESCRIFTION
1 Vacation Leave

2 Sick Leave

3 Study Leave

4 Discretionary Leave

5 Unpaid Leave

&

The last step in this series is to rename, then move the new SmartObject to the Leave Request category that you
created using K2 Designer in the basic tutorial. This will keep all of your K2 artifacts organized and easy to locate
as you move through the next steps.

e. Click to highlight the [HumanResources].[LeaveType] table to expose its properties (if they are not
already). Click the Design link in the upper right corner of the screen.

-
L Delete | Move | Copy
[H u m a n Re SO u rCE'S] . [LeaVeT- e Last Modified on SM12016 by Denallic Administrator

f. You will be redirected to the K2 Designer. (The K2 Designer will open in a new tab on your browser.)
Confirm the [HumanResources].[LeaveType] table is highlighted, then click Edit.

= P2 sqL Server Service Created By: -
B P~ Leave Types Modilied Date:
= = Tables Modified By: yenallix Administe
|g] [Denallix].[Department Status:
|g] [Crenallix].[Region]
|@] [Finance].[ExpenseCats . Edit
—— la) [HumanResources].[Lei _E'J} Click here to edit this SmartObject.
|g] [$ales].[Customer]
|a) [Sales].[Product] Delete
® [ views Ve Complete

g. Switch to the General settings screen. Change the Name of the SmartObject to
Leave Types
then change the Category to the K2 Learning/Leave Request/SmartObjects category. (Your cat-
egory names may be different if you chose different names in the basic tutorial.) There are no other
edits to this screen, so click Finish to republish the SmartObject.
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SmartObject Designer ([HumanResources].[LeaveType]) > General

& Introduction & Define Properties & Methods & Configure Associations (Opticnal) & Finished

Mame: ] - = = S Leawve Types
Description:
Category: J =
Rt = P Al Ttems A
Active Directory
CRM
Exchange
= P K2 Learning
Warkflow Use: Allow this SmartObject to be used in Workflow = 5 Leave Request

1 Forms

] SmartObjects
[ Views

1 Workflows

SharePoint 2013

Box Service

h. Switch back to the Management site tab in your browser. Right-click the Categories name and select
Refresh Menu. Expand the K2 Learning > Leave Request > SmartObjects categories and confirm
the Leave Types SmartObject is shown. Notice too, that the Leave Request SmartObject also
appears in Management site menu. This is the SmartBox that you created in the basic tutorial.

=.. Management

™ Dpashboard j

-1 W Categories
NP ceresh vienu
> W CRM
> W Exchange
-1 W K2 Learning
-1 W Leave Request
> W Forms
-1 W SmartObjects
Leave Request/smartObject

Leave Types

STEP 3 REVIEW

In this step you confirmed the service instance configuration is working correctly by executing the SmartObiject list
method. The results returned are the values that are found in the external database (leave type) table. The leave type
values will be used to automate the Leave Type drop-down list on the item view. You concluded this step by renaming
the SmartObject to a more friendly name, then moving the SmartObject to the appropriate category.

This concludes the data changes you will make for this new version of the Leave Request application. In Part 2:

Forms, you will edit the item view and add the two new data sources just created: Approver Comments and Leave
Types.
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EXERCISE 3: SmartForms

EXERCISE 3: SmartForms

Approval application

=== Forms and Views enhancements

SmartObject

= Add the approver comments field

used in the workflow

Note: A Mastery checkpoint will follow this exercise

= Add some rules to make the Form more user-friendly

= Scenario: Edit the Forms elements of the Leave Request

= Change the leave type drop-down to use the new SQL-based

= Make the Form behave differently depending on where it is being

3 20-25 mins

Video

This exercise goes into a little more depth on SmartForms. We are going to edit the “Forms” components of our Leave
Request Approval application in this exercise to add some more functionality to our application, specifically to add the
Approver Comments field (but not show the field when the Form is being used to start the workflow), and to change the
Leave Type drop-down list to show the values retrieved from the external database, instead of a static list of values.

You will also learn how to edit existing Views and Forms, and how to use concepts like Rules to make Forms more user-

friendly.

The enhancements we will make to the Leave Request Form

Leave Request Title Test 3

Empleyes Hame Dienallix Adménsstrator

Employee Ernadl Administratonl denallic.com

Leave Start Date 3/ 26,2015 ]
Leave End Date /2772015 el
Lemve Type Stuchy Leave

Requester Comments Test 3 comements

Approver Comaments Sent back for rewerk

Previows Leave Requests

LEAVE REQUEST TITLE EMPLOYEE NAME LEAVE START DATE LEAVE END DATE

First Test Denallix Administratos 252005 TS
Test 2 updated title Denallix Administrator 32672005 2TrANS
Test 2 Updated Denallix Administratos 32672015 AT NG

Look up the Leave Types from the external SQL
database, using the new SmartObject

= Add a field to show the approver’s comments (e.g. why this was returned for rework)

RECHUEST STATUS

Approved

Reejected

After this exercise we will do a quick mastery check on SmartForms.

When you are ready, continue on to Part 2: Forms to edit the Forms for our Leave Request application.
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Part 2: Forms

Part 2 of this tutorial expands on the forms component created in the basic Leave Request application.
In this part, you will learn:

m How to add a SmartObject as a control's data source (in this sample, using a SmartObject to populate a drop-

down list control)
m How to add a new control to a view and make the control read-only

If you have not completed Part 1 of this tutorial yet, please do so now since you will be using the updated SmartObjects
from Part 1.

Step 4: Add the Approver Comments to the Leave Request item view and configure the Leave
Types SmartObject as the data source for the Leave Type drop-down list

Step 4 Tasks

1. Editthe Leave Request item view and change the data source for the Leave Type drop-down list
from static to the Leave Types SmartObject. Make the LeaveTypeDescription property the con-
trol's Display and Value.

2. Add a new row to the view layout just above the Create button row. Add the Approver Comments
field to the new row, moving the label to the first cell and the field to the second cell. Make the field
read-only by default.

Step 4 Walkthrough

a. Right-click and check out the Leave Request ltem View, then select Edit from the Properties pane.
(You may have to select the title again to see the Edit link.) The View should open in Edit mode and
jump to the Layout screen.

b. Inthe K2 Management site, expand the Categories > K2 Learning > Leave Request > Views
nodes.

=.. Management

| ™ Dashboard

-1 m Categories
> W Active Directory
> ® CRM
> W Exchange
- W K2 Learning
-] W Leave Request
> W Forms
> W@ SmartObjects
-1 W Views
[E Leave Request Item View
B Leave Request List View
> ™ Workflows

In the next few steps, you are going to replace the static values for the Leave Type drop-down list to the Leave
Types SmartObject data source values.

c. Click to highlight the Leave Request Item View in the Management site menu. The view properties
are displayed in the central pane. Click the Design link in the upper right corner of your screen.
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@ Delete Move Copy

Leave Req uest Item Vi sea Last Maodified on by

d. The K2 Designer will open in a new tab on your browser. With the item view highlighted, click Edit.

mB
Bl K2 DESIGNER
K2 Designer Al Leave Request Ttem Viey|
Search: () }_.x
= [T k2 Designer
fa]
# 8 myltems
= Al Items Namet Leave Reque
. Active Directory System Name: Leave Reque:
L CRM Description:
: Exchange Design Time URL:
S B9 K2 Learning Runtime URL:
= [ Leave Request _
] Category: K2 Learningy
B [ Forms
@ [J smartObjects Version: 1.0
B P views ' Created Date: 5/9/2016 10
— Leave Request Item Vie Created By: Denallix Adm|
® [F] Leave Request List Viev Modified Date: 5/9/2016 2:4
# [ workflows Modified By: Denallix Adm
Status: Checked in
L
Run
< > | [»] Click here to run this View.
Show: (All) == Edit
' : 1|~ click here to edit this view.
| T k2 Designer

e. Click the Leave Type drop-down list to highlight it. (If you see a dialog indicating the view is not
checked out, click Yes to check out the view and continue.) In the Properties pane, open the Data
Source editor. (A below)

m Select the Use a SmartObject as data source option, then click the SmartObject
browse button

= Navigate to, then select the Leave Types SmartObject that you created in Part 1.
Click OK.

m Change the Value to the LeaveTypeDescription property so that it matches the
Display

m Click OKto return to the View Designer canvas
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Leave Start Date: = | [ Fields | @ Methods | [ Controls

Leave End Date: m Properties

Leave Type: | - | = Data Source -~
. [E= i
Requester Commer Type |8-] static E
= . fd Time Off
Configure Data Source _

Request . )
Use a static list of values in the control biect
@ Use a SmartObject as data source
SmartObject: Leave Types E S martoby W
Method: &3 List I~ R _
- =Y. Learning
Value: A | LeaveTypeDescription
M I = = Leave Request I
Cache the data [ Forms
= = smartObjects
Default Value: None a| Leave Request SmartObject
@ Show items from the selected SmartObject N —
Views
Display: I [LeaveTypeDescription] I [ ] Workflows
Show items from an associated SmartObject

Tip

One advantage to using a SmartObject as a data source for the values in a drop-down list is that you simply
update the SmartObject itself if you need to change the list values. For example, if you have several forms
that all contain a Leave Type field, you would want to keep the values consistent across all forms. By using a
single SmartObject as the data source, you can easily manage and administer the properties and their values.
You also gain access to K2's tools for using the data source properties and methods in rules, if required. An
example of this would be if you allowed the user to add their own value to the drop-down list, you could then
use the save method in an action to update the SmartObject with the new value. (This is just an example, not
actually part of this tutorial.)

In the next step, you will edit the view layout and add the new Approver Comments field.

f. First, you will add a new row to your view layout table so that you have a location for the new
Approver Comments field and label. Click once in the bottom row, first cell, to highlight the cell. Click
the Insert Row Above icon found in the View Menu to add a new row.
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g.

View Designer (Leave Request Item View) > Layout

@ Introduction @ General @ Layout @ Parameters @ R

Insert Row Above

View Canvas

ZBRGIEEMNMNEd 22 k&8 R

Drag a control here

Leave Request Title |

Employee Name: |

| S—

Employee Email: [Employee Email Data Label]

Leave Start Date: | =
Leave End Date: L a E
Leave Type: | =

Requester Commet

Request Status: |

New row is added here...

| Create

Click here to highlight cell

In the Fields pane, scroll through the fields until you find the new Approver Comments field. Drag

the field into the second cell of the new row you just created in the layout table.

View Canvas

Fields

Leave Request Title:

Drag a control here

Employee Name:

Employee Email: [Employee Email Data Label]

Leave Start Date: =
Leave End Date: [ ) d El
Leave Type: : r - I

Requester Comments:

Request Status:

Ey D

[A] Leave Request Title

[A] Employee Name

Employee Email

=] Leave Start Date

=] Leave End Date

Leave Type

[ Requester Comments
Request Status

[ Approver Comments |

=

W

Properties

Notice that K2 has placed the Approver Comments label to just above the field. Click and drag the

label into the empty cell to the left.
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+ Approver Comments

Approver Comments

i. You have two minor adjustments to make to the new label and field. First, highlight the label, then loc-
ate the Text value in the Properties pane. Add a colon (:) to the end of the text value so that it

matches the other labels in the view.

Note

The Name value in the Properties pane is the control's identity that K2 uses to reference a specific control. In
this case, the name value is Approver Comments Label. The text value is what is shown to the user who is

accessing the form.

Leave Type: | | - Properties
Requester Comment: - | ||= petait
Name Approver Comments Label A
Request Status: | Text |Approver Comments: I
Toolti
Approver Comments v
= General
: ]| width |
Create wisihle &1 L
[ =3 = I

j- Now highlight the field itself and locate and CHECK the Read-Only option (again, in the Properties
pane) so that the field cannot be edited by the form originator. (Later on, you will use a rule to enable
the field for the manager so they can add comments.)

Leave Type: - Properties
Requester Comment:
Tab Index (Default) A
Visible v
Request Status:
Enabled v
Approver Comments Read-Only
Expression (None) -
W
Create Styles (Default)
=X =

k. Inthis step, you will delete the Request Status label and field. This field value is updated by the work-
flow and is displayed in the Previous Leave Requests list view. It could be confusing to the user if it is
displayed on the Leave Request form, so you will remove it. Select the Request Status Text Box to
highlight it, then click the delete button (on your keyboard). Repeat this process for the Request
Status Label. (You can delete the table row if you wish using the Delete Row icon from the View
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Menu.)

View Canvas |

ABRBGQECTMTE RS % &SR & 3 0 of |

Drag a control here

Leave Request Title | |

Employee Mame | |

Employes Email [Employee Email Data Label]

Leave Start Date | |E|

Leave End Date | |E|

Leave Type | | = |

Aty £ owire = — Delete these controls
E-__

Request Status |

Approver Comments | |

I. Click Finish to save and exit the view. Highlight the view title in the Category Browser (if it is not
already) then click the Run link found in the Properties pane. Confirm the Leave Type drop-down list
now contains the values from the Leave Types SmartObject, as shown below.

K2 Designer - Leave Request Item View
Search: (v) ‘
=]
m '.(2 Designer E Leave Request Item View
# 5 my items
- All Ttems Mame: | | save Request Title:
* CRM System | employes Name:
* Exchange Descripy

Employee Email:

£ [ HowToK2 Design || Leave Start Date: =
8 B k2 Leaming Runtimy| Leave End Date: El
= Leave Request categor]

® [ Forms b Leave Type: 2

# [) Smartobject: | versiony pequester Comments:

= P views | Created Discretionary Leave

® Lo Leave Rec Created Sick Leave
ifie Study Leave
“| Leave Rec Maodifie Approver Comments: ‘_l'

® [ workflows Modified Unpaid Leave

= SharePoint 2013 Status: Vacation Leave
* Recent Items
=5 Run == Check In
< > L [®] Click here to run this View. [ check this view in.

m. Click once again on the Leave Request Iltem View title to close the Run screen.

STEP 4 REVIEW

|In this exercise, you edited the Leave Request item view by changing the data source for the Leave Type drop-down
list from a static value to a dynamic value that is retrieved from an external SQL database. Then you added the
Approver Comments field to the view and made it read-only by default. You will enable the control in a later step so
[that the manager can add comments. Finally, you deleted the Request Status field to eliminate any confusion to the
user submitting the form. This field is updated by the workflow and not the user.
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This concludes the initial view changes you will make for this tutorial. In Part 3: Workflow, you will edit the workflow to
add more steps, and then come back and edit your forms for the additional workflow tweaks.
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EXERCISE 4: Workflows
EXERCISE 4: Workflows Video

= Scenario: Extend the Workflow component of the Leave
Request Approval application

==/ = Workflow enhancements
= Sending emails in a workflow

H * Customizing Task Notification emails
= |mplementing a Rework pattern
= Adding an Escalation

= Forms enhancements
» Editing Form behavior depending on the current task in the workflow

= Test the new version of the application

Note: A module review and Q&A will follow this exercise \9 45-60 mins

This exercise goes into a little more depth on Workflows and we will edit and enhance the workflow component of the
Leave Request Approval application. As part of this exercise, we will also test our workflow. This exercise is a little more
involved since we are making a number of changes to the workflow and some tweaks to the Forms and Views used in
the application.

In this exercise you will learn about the following workflow functionality:

Sending Emails in a workflow

Customizing Task Notification emails so that users can use SmartActions to complete their tasks
Implementing a Rework pattern

Adding an Escalation

We will also make some edits to the Forms in the application due to the new workflow steps that are added, to
make the form behave differently if it is being used for the Approval task or the Rework task.

The workflow diagram below illustrates the updated version of the Leave Request Approval workflow:

Approve T Continuel

Set Status Approved Send Approved Email
New
Start G Continue < Reject T Qutcome

Set Status Submitted Approve Leave Regu... Set Status Rejected Send Rejected email
Manager

Rework = Cancel A

Rework Set Status Cancelled
Onginator

Resubmit
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https://www.youtube.com/embed/wRYut0Y5D6U?rel=0&autoplay=1&modestbranding

This screenshot shows the SmartAction-enabled e-mail that will allow the approver to approve the leave request by
replying to the task notification e-mail.

urrent Maiex (s £) s srrent Madboe = 52 Rephy 5 Reply 8 (55 Forward

Al Unread ByDute = Mewsat &
# Today w K:
K2 Senvice | | | Leave Request for Denallix Administyator

Leawe Reqisesl fof Denallis Ad minditialed EHPM
Dear Jomabhan King, Derlits To  Joruthan ing -~

Include some contextudl information from the Leave Requeit
Dear Jonathan King, ,/

Denalic Administrator submitted & leave request for Study Leave from 2015-03-26 untl
2015-03=27

Use the following link to open the worklist item :
Chei 1o apen workliet ibem

To action your task wia e-mad, respond with one of the following actions:

= Approve
& Reject

+ Rewark Ta allow the approver to action the task by e-mail

You may also use one of the standard actons:

s Redrect
= Dalegate
«  Sleap

When you are ready, continue on to the Part 3: Workflow exercise to extend the workflow, and then you can continue
with the Part 4: Testing the Application exercise to test the new version of your application.

Part 3: Workflow

In Part 3 of this tutorial, you will edit your Leave Request Workflow by expanding the system tasks and by adding an
additional manager approval outcome to rework the request. You will learn about escalations and how they can be
used to remind a user of a task waiting to be actioned. You will also be tweaking the forms in the application to behave
differently depending on where in the workflow the form is being used.

In this part, you will learn:

How to add additional system tasks for sending email notifications

How to customize an email task notification message body

How to add an additional outcome and configure a new user task for responding to that outcome
How to implement a rework loop in a workflow

How to add an escalation to a user task

m Tweaking form rules for workflow integration

(If you have not completed Part 2: Forms of this tutorial yet, please do so before continuing with this part.)

Step 5: Add and configure email events for the manager outcomes
In Step 5, you will replace the two Placeholders with email events that notify the originator with the manager's decision.

Step 5 Tasks

1. Add a Send E-mail event to the approved outcome event, replacing the existing Placeholder.
Route the email to the Originator Email.

2. Customize the subject line and message body using Item References properties. You may struc-
ture the content in any manner you like; the image below is an example to use as a guide.
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Email Originator Approved - Wizard Step

v To: Il ¥ originator E-mail

Subject: Your Leave Request is Approved:

Message Format: @ HTML Plain Text

verdana »| [10 *| B 7 U A- :E|l A D 5 &

Your Leave Request has been approved by your manager. Your request deails are as follows:

Leave Start Date: I'-l Leave Start Date
Leave End Date: [S5L--1-5,L1Ex

Leave Type: Leave Type

Approver Comments:

Approver Comments

reflect the rejected decision.

Step 5 Walkthrough

tree, then select Edit.)

if you want to change this step.

3. Delete the Placeholder event for the rejected outcome. Add a new continue outcome, then copy
and paste the approved email event into the rejected event box. Edit the rejected email event to

a. In K2 Designer, edit the Leave Request Workflow. (Right-click the workflow name in the category

b. Click the Workflow Steps tab to expose the wizards if it is not already open. Drag a Send E-mail
event into the approved outcome Placeholder event. Click Yes, for the confirmation dialog that asks

oa File ~ I Workflow Steps I SmartObjects  Favorites

— IFE ]
— “ < j

General User Task

Send E-mail

2

Set Folio

(SrartForms)

Start

Set Status Submitted

®

Approved

Continue ‘:ﬁ
EF

Manager Approval
(Manager)

Placeholder

2

Call Sub Workflow

g

Set Data Fields

Continuel

m
Set Status Approved Placeholder
Rejected 0 Continue2 I\
LA

Set S‘tatus Rejected Placeholderl

ginator Email into the To field.

Note

erties to use throughout your workflow.

c. The e-mail event wizard opens. Expand the Context Browser, then Workflow Context. Drag the Ori-

Recall that the context browser provides dynamic values. Context browser properties are displayed as green
blocks of text, so that you can easily distinguish them from other properties. At runtime, the context browser
properties are replaced by "real" values. For example, in the image below, the Originator E-mail will be
replaced by the actual email address of the form originator. Within the Workflow Context node, you will find a
variety of properties that all relate to the current workflow in progress. Simply drop and drag any of these prop-
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E-mail

* | To: ” ¥ Originator E-mail k I Context Browser
Subject: Type or drop field here [ Item References
Data Fields
Message Format: @ HTML () Plain Text 5l Workflow Context
\Verdana +| [10 * B I \# | 41D
4 Name

4 Description

4 Folio

4 Priority

4 Expected Duration
- Start Date

4 Originator Name

4 Originator Full Name

-4 Originator E-mail I

4 Originator Manager

-4 Originator Manager E-

4 View Flow

d. Forthe Subjectline, enter the following text, replacing the bracketed text [Title] with the ltem Refer-
ence > Leave Request SmartObject > Leave Request Title found in the Context Browser.
Your Leave Request is Approved: [Title]

Note

Item References are "pointers" to values found in the SmartObject associated with the workflow. Where con-
text browser properties are generally system-related values, item references are specific to the associated
SmartObject. Once again, at runtime, K2 will replace the item reference with the actual value of the SmartOb-
ject record for the specific workflow instance.

E-mail

») To: | Originator E-mail | Context Browser
Subject: I Your Leave Request is Approved:l n Leave Request Title \l Bl Ttem References

El Leave Request SmartObje
Message Format: @ HTML ) Plain Text

. =) ID
| verdana ~| [10 ~ B 7 U A- Li] = B2 4 ' \ﬁmaven&questml

| E Employee Name
=1 2 M

e. Using the same approach as above, enter the following content into the message body, again repla-
cing the bracketed text with the appropriate ltem References properties from the context browser.

Your Leave Request has been approved by your manager. Your request details are as follows:

Leave Start Date: [Leave Start Date]
Leave End Date: [Leave End Date]
Leave Type: [Leave Type]

Approver Comments: [Approver Comments]
Your email should look like the image below. Click OK when ready.
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Email Originator Approved - Wizard Step

o

Subject: Your Leave Request is Approved:

Message Format: @ HTML Plain Text

Verdana ~| [10 B iU A El' =2 5 =] &

Your Leave Request has been approved by your manager. Your request deails are as follows:

Leave Start Date: ll Leave Start Date
Leave End Date: [0, 01

Leave Type: |A[FT0E500

Approver Comments:

f. Double-click the Placeholder title of the step and change it to
Email Originator Approved

g.- Inthe basic Leave Request tutorial, you copied and pasted events to speed up the build process.
You will do the same here. Begin by deleting the rejected side Placeholder so that you can paste the
e-mail event you just created in its place. Right-click the Placeholder1 event and select Delete. Click
Yes for the confirmation dialog that appears.

e ift 2 Configure Worldlow Step

L f%  Configure Credentials
Flaceholderl

Notes

X Delete

h. Next, you need to add back in the Continue outcome line, which will add a corresponding event
holder. Hover over the Set Status Rejected event until you see the Workflow Step Outcomes icon (it
looks like a blue mini-flowchart). (If you don't see the icon when hovering, click anywhere on the
design canvas to refocus your mouse to the canvas, then try hovering again.) Click the icon when
you can see it.

Set Status Rejected

i. Onthe Workflow Step Outcomes configuration screen, click Add. Replace New Outcome with
Continue
then click OK. You should now see the continue line with an empty event box.

j- Copy the E-mail event you just configured. To copy an event in K2 Designer, click outside of the
event box, then drag over the event to highlight it. Click Copy when the option menu opens. (If you
get a dialog about allowing access to the clipboard, click Yes to continue.)
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d Click here first, then drag to highlight I
oved Contjnuel
]

Set Status Approved Email Originator Ap...

pcted . Continue Drag or
IF Double-Click
to Configure

Set Status Rejected Save as template...

k. Right-click inside the empty event box and click Paste. You should now see the Email Originator

event has been replicated. You need to make a few adjustments to reflect the rejected outcome.
I. Double-click the event to open its wizard. Change the Name to

Email Originator Rejected
then click Next.

m. There are no outcomes to configure, so click Next. Change the Subject line and the message body
to reflect the manager's rejected decision. Use the image below as a guide, the changed values are
underlined in red. Click Finish when ready.

Email Originator Rejected - Wizard Step

o |
Subject: Your Leave Request is Rejected:

Message Format: @ HTML Plain Text

Verdana *| |10 * B I U A - [E | = = qﬂ - =] @

Your Leave Request has been rejected by your manager. Your request deails are as follows:

Leave Start Date:
Leave End Date: [S]T2002 00
Leave Type: A|L- -

Approver Comments:

STEP 5 REVIEW

In this step, you added an email event and customized the email using properties found in the context browser. The
placeholder values from the context browser (indicated by green blocks in the wizard screens) will be replaced at
runtime by K2 with the actual values for that instance of the workflow. The workflow context offers properties that con-
tain details about the workflow itself, such as the workflow originator, originator's email, manager, folio and so on.
Item references contain SmartObject property references. For example, the [Leave Request Title] item reference is
replaced at runtime with whatever value was entered into the form's Leave Request Title field. This allows you to cus-
tomize and personalize your workflow. You also discovered the ease of reusing content by copying and pasting

events.

Step 6: Add a third manager outcome to rework the request and configure a new user rework

task
In this step, you are going to add an additional outcome for the manager approval task. This third outcome, called
Rework, will send the request back to the originator where it can either be resubmitted or canceled. You will add a new
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user task for the form originator to action the rework task, then add events to complete the rework decision outcomes.

Step 6 Tasks
1. Add a third outcome to the manager approval task and name it
Rework

and allow the user to action the task without opening the form.

2. Customize the manager's task notification email in any manner you like. You may use the image
below as a guide.

Manager Approval - User Form

Evant Notification Sattings

|| Custamize the Notification Message Context Browser

v | Subject: I Leave Requast Submitted: Leave Request Title [ El Item References
| I — El Leave Request Smartobje
Message Format: @ HTML Plain Text ‘\‘_. BEr 1D
; ; * - [A] Leave Request Titl
verdana ~| |12 B fF U A- |E E F D- e @ r
'D 2 i E Employee Name
Farticipant Name | E Employee Email
A Leave Request has been submitted and now requires a decision by you. Please review the (&) Laave Start Date
following details, then reply to this email with one of the decision actions as the email body. 1 =] Leave End Date
- [A] Leave Type
Employee Mame: Employee Name 7] Requester Comme
Leave Start Date: [STErdiC [A] Request Status
Leave End Date: STl ] Approver Commen
Leave Type: | A TR El Data Fields
B workflow Context
Use the following link to open the worklist item: [l Smanobjects
worklist Item Link B SmartForms

. [ Inline Functions
ﬁo-----------------‘1

action your task via e-mail, respond with one of the following actions

(E corioured actons |

L 8 B & B § § &8 &8 &8 &8 § § &8 § §B §B § _§ )
You may also use one of the standard actions:

order for the server to process the action. You may also reply with 'Help' or "Actions’ to see further
. I . L] »

3. Add a User Task (SmartForms) to the rework event box. Name the new task
Rework Request
then add the following actions:
Resubmitted
Canceled

4. Use the Leave Request form for the rework form and route the task to the Originator.
5. Change the Resubmitted outcome so that it routes to the Set Status Submitted event.

Rework Request - Workflow Step Outcomes

- Configure the possible Outcomes for this workflow step

o Add | A0 5| w1 Remove All

Outcome Linked To

[] | Resubmitted = (Resubmitted) -
[] | canceled = {New Workflow Step} .'-l\

| & set status Submitted |
& Manager Approval
{0 set status Approved
=g Email Originator Approved
4#0 Set Status Rejected
Irm = Email Originator Rejected
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6. Copy and paste the Set Status Submitted event into the empty event for the Canceled outcome.
Remove the continue outcome for the cancel event as you want the workflow to end at this point.
Change the Request Status value to
Canceled
leaving the ID value set asiit is.

Step 6 Walkthrough

a. Double-click the Manager Approval user task to open its wizard. Enter a third action and name it
Rework
then confirm the option to Allow user to action the task without opening the Form is CHECKED.
Confirm the option to Automatically generate Outcomes for the above Actions is CHECKED. Click
Next to continue.
Tip
By allowing the user to action the task without opening the form, you are enabling SmartActions. SmartAc-
tions are a K2 feature that allows the user to simply reply to the email with the action entered in the message
body. This eliminates the need for the approver to open the form, select an action, then submit the form. You
will edit the task notification email message to let the user know they can action the task using SmartActions.
Selecting the option to automatically generate outcomes will tell K2 to add another outcome line for the rework
action.

Manager Approval - User Task

Specify the name and instruction for this workflow step

Name: | Manager Approval

Instruction: Tvpe Here

ooo

- Type each action that participants can perform on a separate line:

Approved
Rejected
Rework

|| Allow user to action the task without opening the Form
[+] Automatically generate Outcomes for the above Actions

b. There are no changes to the Linked To values, so click Next. The Leave Request Form is correct, so
click Next. There are no changes to the work item rules, so click Next. There are no changes to the
Participants, so click Next.

c. Onthe Event Notification Settings screen (email message/body content) CHECK the box to Cus-
tomize the Notification Message. Notice that after you check the box, K2 adds the default task noti-
fication content in the message body. You are going to add additional text to the email so that the
manager can approve, reject or rework the request using SmartActions.

Note
Notice the paragraph in the email that contains the Work Item Context called Configured Actions. (Refer to

the image below, blue dashed line.) At runtime, configured actions will be replaced with the actual actions you
have configured (Approved, Rejected, Rework). Using SmartActions, the user can simply reply to the email
with one of the actions as the message body.

For this step, you will add text to the notification email and customize the subject line. For the subject line, enter
Leave Request Submitted: [Leave Request Title]

then drag the Item References > Leave Request SmartObject > Leave Request Title to the end of the subject
line, replacing the bracketed text. (See the image below as a reference if necessary.)
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In the message body, just below the Dear Participant line, enter the following, dragging values from the context

browser as needed for the fields contained in brackets.

A Leave Request has been submitted and now requires a decision by you. Please review the following details,

then reply to this email with one of the decision actions as the email message body.

Employee Name: [Employee Name]
Leave Start Date: [Leave Start Date]
Leave End Date: [Leave End Date]
Leave Type: [Leave Type]

(Click Finish when ready.)

Manager Approval - User Form

Evant Notification Settings
==y

Context Browser

‘] [¥] Customize the Notification Message
| M | 7 suvtect: |[ueave Request suomited: ATENTTIERI | o

Message Format: @ HTML (=) Plain Text

|'verdana *| [12 = B F U A- E|=® = & - o

Dear Participant Name

A Leave Reguest has been submitted and now requires a decision by you, Please review the
following details, then reply to this email with one of the decision actions as the email body.

Ermployee e
Leave Start Date:
Leave End Date:
Leave Type:

Use the following link to open the worklist item:

Waorklist Item Link

To action your task via e-mail, respond with one of the fellewing actions:

F | Configured Actions |
L s 8 & &5 &5 N &8 &8 0§ § 8 &8 § &8 §8 § § § |
You may also use one of the standard actions:

F sStandard Actions

= |

The serial number

‘Worklist Item Serial Number Pl

with 'Help' or "Actions’ to see further

-

I [l Item References

|§I Employese Mame
|§I Employes Email

=] Leave Start Date
=] Leave End Date

[A] Leave Type

[A] Request Status

[ Data Fields

[ workflow Context
E SmartObjects

[ SmartForms

[ Inline Functions

[« ¢

El Leave Request SmartObje

_\—\ Ea,]n

[ ELEE\'E Request Titl

7 Requester Comme

7 Approver Commen

Notice that K2 has added a third action outcome with an event box. You will now add a user task for the form ori-

ginator to either resubmit or cancel the request.

Approved !LIFF}

]

Set Status Approved

U2 I Rejected F}
™ j — ° Ha

Manager Approval Set Status Rejected

(Manager)

Rework | prag or
Double-Click
| to Configure |

d. Draga User Task (SmartForms) event into the new rework event box.
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Workflow Steps | SmartObjects  Favorites

= el E < 2 B ]
General -~ User Task Send E-mail Set Folioc  Set Data Fields  Call Su
{SmartForms)

Set Status Approved

=
=@

Set Status Rejected

_H Continue
O &=

Set Status Submitted Manager Approval
(Manager)

Rework | oMk or
" || Double-Click
to Configure

e. The User Task wizard opens. Name the new event
Rework Request
and enter the following for the Instruction:

Your manager has requested that you rework your Leave Request. You may resubmit or cancel the
request.

For the actions, enter
Resubmitted
Canceled

then click Next.

Reword Request - User Task

- Specify the name and instruction for this workflow step -

Name: | Rework Request

Instruction: |Your manager has requested that you rework your Leave
Request. You may resubmit or cancel the request.

- Type each action that participants can perform on a separate line:

Resubmitted
Canceled

f. The Leave Request Form is correct, so click Next. There are no changes to the work item rules, so
click Next.

g. Onthe Participants screen, drag the Originator into the Task Group box. CHECK the box to Notify
participants when they receive a work item. To save time you will not customize the email content,
so click Finish.
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Rework Request - Participants
Search for participants and assign them to this step
+ Add Task Group | A Edit Task Group | 3 Remove Task Group

Name Type

8 originator Originator

‘\

| ] Add participants to Favorites

|[] Notify participants when they receive a work item |

This task is routed to users: @ All at once

One at a time

SEARCH | CONTEXT
Search [ Peop

MName

£ Originator

& Manager

Request Status value so that it indicates the request was canceled.

you can click Finish to complete this step (three times).

r

Rework Request - Workflow Step Outcomes

Configure the possible Outcomes for this workflow step
o Add | A Wi %1 Remove All

Outcome Linked To

[] | resubmitted = (Resubmitted)

[ | canceled = {New Workflow Step}

1 & set Status Submitted |
g' Manager Approval
{0 set Status Approved
=g Email Originator Approved
40 Set Status Rejected

Ilﬁl = Email Originator Rejected

h. Double-click the Rework Request user task to open its wizard. Click Next from the home screen.
Change the Linked To value for the Resubmitted outcome to Set Status Submitted. Click Next until

| -

Rejected . Co

Set Status Rejected

Start - Continue e
] e

Set Status Submitted Manager Approval

(Manager)

Rework ‘:ﬁ

Rework Request
(Originator)

Resubmitted

a reminder on how to copy and paste events in K2 Designer.)

i. Copy and paste the Set Status Submitted event into the Canceled event. (See Step 5 (j) if you need

Now you want to configure the events for the two rework outcomes (Resubmitted and Canceled). First, you will
route the resubmitted outcome back to the Set Status Submitted event so that the workflow returns to a previous
step in the workflow. For the canceled outcome, you will copy and paste a Set Status event, then update the

Notice now that K2 routes the Resubmitted outcome back to the Set Status Submitted event. This will create a
loop effect in the workflow between the rework and resubmitted outcomes until a different action is selected.
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j- Double-click the new Set Status Submitted1 event to open its wizard. Change the name to
Set Status Canceled
then click Next.

k. On the Workflow Step Outcomes screen, CHECK the box next to the Continue2 outcome and click
Remove. (Depending on how you've worked through the steps, your outcome may have a slightly dif-
ferent name from Continue2.) Click Next.

You are removing this outcome because you don't need to continue the workflow after this step. If the decision is
to cancel the request, then after the request status has been updated, the workflow will be complete.

Set Status Canceled - Workflow Step Outcomes

Configure the possible Outcomes for this workflow step

o Add [ Edit %1 Remove Al

H Outcome Linked To

| Continue2 | |‘:g (Continue2) -

. Click Nextto reach the input properties screen, then scroll down and change the Request Status
value to
Canceled
then click Next. You do not need to change the ID value as it is telling K2 which record you want to
update (the current record). Click Finish when ready.

Set Status Cancelled - Wizard Step

Provide the input properties
Hi Search: Field Name Search Show: @ all Fields Required Fields
Update = | Name - Value
|:| Employee Email Tvpe or drop field here E
] Leave Start Date )
] Leave End Date i
|:| Leave Type Tvpe ar drop field here
|:| Requester Comments Tvpe or drop field here
Request Status Canceled o
l Back MNext Finish Cancel

m. Your completed workflow should look like the image below.
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Approved T Continuel [
Pas

Set Status .ﬁbp;oved Email--D'rigi'ﬁataF Ap...

Start =} Continue | e Rejected F Continue S

Set Status Subhiued Manager Approval Set Status Rejéctecl Email Originator-Rej..,
(Manager)

Rework || R Canceled F
IE
Rework Request Set Status Canceled

(Qriginator)

Resubmitted

n. Save your work. (File > Save)

STEP 6 REVIEW

In this step you added a third action for the manager approval task. You customized the task notification email so that
the manager can use SmartActions to action the task directly from the email. You added a user task for the form ori-
ginator in the event the manager decides the request needs to be reworked. You routed the resubmitted outcome so
that the workflow essentially starts over again if the originator resubmits the request. Finally, you added a system
event to update the request status if the originator decides to cancel the request.

Step 7: Add an escalation for the manager approval task

In this step, you will explore escalations and how you can use them to keep your workflows running smoothly and in a
timely manner. An escalation kicks in when a user has not responded to a task assigned to them within a specified time
period. An escalation can be as simple as an email reminder or more complex, such as automatically redirecting the
workflow to another user. Escalations can be set up to repeat themselves (for example, an email reminder every two
days) and they can have repeat limits applied (such as send two email reminders, then redirect to another user).

Caution
One word of caution: you don't want to crowd users' in-boxes with reminder notices, so take care in which events

you apply escalations to and give some thought as to who you are reminding. For example, it might be a better
choice to send the escalation notice to the originator so that they can follow up with their manager, or limit the num-
ber of escalations to only what is really necessary.

In this step, you will apply an escalation to the manager approval user task that will send a reminder email to both the
manager and the form originator if the manager has not responded within two days of the Leave Start Date.

Step 7 Tasks
1. Add a new escalation to the manager approval event and name it
Manager Approval Reminder
then keep the default E-mail escalation type.

2. Select the Escalate On option then using the Inline Functions to subtract two days from the Leave
Start Date value.

K2 blackpearl Core Page 95 of 332



Add Escalation - Manager Approval Reminder

Escalation Details

Name IIManager Approval Reminder | Al eI BrONEaE
Description [ Item References

[ Data Fields

() Workflow Context
Escalation Type: E-mail - [# SmartObjects

E SmartForms
Escalation Settings Bl Inline Functions

({3 Expression
[ Saved
[© Conversion

. Data
to be repeated times. £l Date and Time

I Add Days(Date and Ti
@ Escalate On: |2 Add Hours(Date and T
(%] Add Minutes(Date and
st Add Seconds(Date anc
[] rRepeat After: @ Day Difference(First D
Day(Date)

[57) End of Month(Date an:
to be repeated times. |4 ( _ »

) Escalate After:

& AddDays (L .ave Start Date, -

3. Configure the email notification to be sent to both the manager and the form originator. Use prop-
erties from the context browser to customize the message.

Step 7 Walkthrough

a. Click the Manager Approval event to highlight it. Right-click and select Escalations.

Approve ‘—h Continuel
I |

Set Status Approved Se

1 ] W
Continue ﬁ ; o Configure Workflow Step  jutcomd
O—

I Escalations
Bd Approve Leave Re g
(Manager) | =
=l Motes
x Delete

Cancel

b. When the Add Escalation screen opens, click Add.
c. Onthe Escalation Settings screen, name the escalation
Manager Approval Reminder
then select the option Escalate On.
d. You want the escalation to fire 2 days before the leave start date. You will use an inline function to

achieve this. In the context browser, expand the Inline Functions > Date and Time node and drag
the AddDays function into the date field as shown below.
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Note
There are three options for escalations. The most common perhaps, is Email, where an email reminder is sent

to the destination user (and optionally, the form originator) letting them know they have an outstanding task.
You can choose to Redirect the task to another user or Expire the task, which essentially marks the task
complete and moves the workflow on to the next step.

Add Escalation - Manager Approval Reminder

Escalation Details

IIManager Approval Reminder I ConlEXTiBEOWEAE

Name

Description & Item References

[# Data Fields

[ workflow Context

E-mail - 3] SmartObJectS

[ SmartForms

Escalation Settings El Inline Functions

{3, Expression

F Saved

[ Conversion

[¥] Data

E Date and Time

I Add Days(Date and Ti
(74) Add Hours(Date and T
(] Add Minutes(Date and
[sf] Add Seconds(Date anc
[i+] Day Difference(First D

Day(Date)
7] End of Month(Date an

times. [« ¢ »

Escalation Type:

Escalate After:

to be repeated times.

@ Escalate On:

[ | rRepeat After:

to be repeated

e. Onthe AddDays screen, expand Item References in the context browser and drag the Leave Start
Date property into the Date and Time field. For the Days value, enter (minus 2)
-2
then click OK, then click Next.
Here, you are simply telling K2 that you want to kick off this escalation two days prior to the Leave Start Date.

ga AddDays (Date And Time, Days)
~Configure Function

[ Function Name: AddDays (Leave Start Date, -2)
Context Browser

Return Type: Date and Time

B [tem References
El Leave Request SmartObjg

10

Design Time Value:

Value

Mame
Date and Time

Days

Type
Date and Time

Number

Blls oo

[A] Leave Request Titl
[A] Employee Name
JL Employee Email
—
| ™1 Leave End Date
Q Leave Type

[ &7 Requester Comme

|1:: I

f. On the Escalation E-mail screen, CHECK the boxes to send the notification to the participant and the
originator. This will send the email to the manager and the form originator. See the screen shot
below for guidance, if needed.

For the subject line, enter
REMINDER: Leave Request for [Originator Name]
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then expand the workflow context node in the context browser and drag the Originator Full Name

into the subject line (replacing the bracketed text above).
For the message body, enter the following (again replacing the bracketed text with item references).

This is a reminder that the Leave Request[Leave Request Title] starting on [Leave Start Date] has
not yet been approved. Please check your worklist items and process this request with your

decision.

Click Finish when you are done to complete the Escalation wizard screen.

E-mail
| To:
end E-Mail to participants end E-Mail to originator
Subject: REMINDER: Leave Request for
Message Format: (@ HTML Plain Text
Verdana »| |12 *| B 7 U A- ? E = b~ =3 &

| This is a reminder that the Leave Reguest [ANEEVCLEIESMIE starting on [Cs NS Eude - has

not yet been approved. Please check your worklist items and process this request with your decision.

g. Your screen should look like the image below. Click OK to close the Activity Escalations screen.

Activity Escalations - Add Escalation

o= Add ||/ Edit |3 Remove | 3] Remove All

Name Rule Action

[:] Manager approval Reminder Escalate On Date Send Email

h. Save your work.

STEP 7 REVIEW
In this step, you added an escalation to send an email reminder two days prior to the leave start date in the event the
manager has not actioned the request yet. You customized the email to include details about the specific request and

configured the email to route to the manager and the form originator.

Step 8: Deploy the workflow
Before the workflow changes will be applied, you must deploy the workflow to the K2 server. Deploying a workflow pub-
lishes it and makes the current version available to your users. You must redeploy your workflow each time you makes

changes.

Caution
Be aware that any workflow instances that are currently active will continue on with the workflow version from

which they were started. Redeploying a workflow does not 'update' any active workflow instances. If you are mak-
ing significant changes, consider waiting until all previous workflow instances are complete before deploying a

new version.

Step 8 Tasks
1. Deploy the workflow.

Step 8 Walkthrough
a. Deploy the workflow (File > Deploy)

Step 9: Edit a rule to enable the Approver Comments field for the manager
Now that the workflow changes have been published, you need to make a couple of tweaks to the forms used by the
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workflow, because you want the forms to behave differently depending on the current task. Recall in a previous step
you added the Approver Comments field to the Leave Request item view and made it read-only by default. In this step,
you will edit a rule to enable the comments field for the manager approval task. To do this, you will edit a rule on the

Workflow Task state.

Note
A state represents the configuration and behavior of a form at a given point in the workflow. States are most com-

monly configured at the user task event level. For example, you might want the form configuration to contain cer-
tain fields for the manager approval task, then contain different fields for the originator rework task. K2 can use the
same form and views with adjusted configurations 'assigned' to a specific state. Breaking this down a little further,
each user task can be assigned a state of its own. The form designer can then manipulate the form's styling and

rules specific to that single state.

Step 9 Tasks
1. Check out and then edit the Leave Request Form
2. Editthe Form Initializing rule for the Workflow Task state.

3. Intheif current Workflow Activity is Manager Approvalcondition, add an action to set a View
control's properties on the Leave Request item view that enables the Approver Comments Text

Area.

Step 9 Walkthrough

b. Click the Rules tab in the Breadcrumb Bar. (A below) Highlight the Workflow Task state, then high-
light the When the Form is Initializing rule. Click Edit Rule. (Once again, the Workflow Task state
represents the form and view configuration that the approving manager will see.)

Form Designer (Leave Request Form) > Rules

@ Introduction & General & Layout & Param @ Rules @ Finished

States Rules
= Add State = X Remove State | [ ¥ Edit State = Add Rule || 7 Edit Rule

2! (Base State) = Leave Request Form (Form)

'.._' When the Form is Initializing I

& Workflow Task I

@! Leave Request Workflow (Default) = Leave Request Item View (View)
E On Leave Request Item View, when

[T when Leave Request Item View exs

Note
c. Rules: Events, Conditions and Actions
As a reminder, rules consist of events, conditions and actions.

m Conditions evaluate if a criteria has been met. if the condition is true, continue. For example,
evaluating a required field to determine if the field contains a value.

m Actions do something. If the event and condition passes, then perform the action, such as
starting a workflow, or calling another rule, or enabling a form field.

enable the Approver Comments field.

a. In K2 Designer, right-click the Leave Request Form and check it out (if it is not already), then Edit it.

m Events are when something occurs, such as clicking a button or when the form or view loads.

In the Rule Definition pane, locate the condition that says if current Workflow Activity is Manager Approval.
Notice that this condition already has an action to open the Manager Approval worklist item. K2 added this con-
dition and action when you configured the Manager Approval user task. You want to add an action at this point to
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1 When the Form is Initializing |
Enabled
When the Form is Initializing
= f current workflow Activity is
apen the worklist
'_—J if current workflow Activity is Manager Approval
I E then open the Manager Approval worklist I
item (configure)

L8 8 B B B B 3 B B BN |
e following one & another

on Leave Request Item View View, execute the

d. Confirm the Actions tab is highlighted. (A below) Click on the current action (then open the Manager
Approval worklist item) to highlight it. In the Actions pane, scroll down until you see the Control
Interaction heading. Click on the Set a View control's properties action to add it to the Workflow
Activity condition, just below the open worklist item action as shown below.

Rule Designer

Actions 4 || [ when the Form is Initializing
| il |
e[ % [v|Enabled § Move Down | 4 Move Up | X Remove | (=)
: Il when the Form is Initializin
# Form Interaction ~ STHmE o S inRialieing
& SmartObject Interaction B [F if current Workflow Activity is Rework Request
o
& then open the Rework Request worklist
+ Data Transfer
itemn (configure)
= Control Interaction _ i o
= = [_=' if current Workflow Activity is Manager Approval
@’ Set a Form control's properties f
i B then complete the following one after another
@ Set a View control's propertiesl _
II then open the Manager Approval worklist
-] i, 3
@ Set a subform control's properties item (configure)
@’ Set a View on a subform control's &1 then on select View View, set the properties of
properties control
@ Set a subview control's properties L
\d = then complete the following one after another
@ Specify edit state for View and Fi ’ ) )
f — s ) F‘ then on Leave Request Item View View, execute the
™ Events | T Conditions | g* Actions

e. Click the select View link and select Leave Request ltem View. Click the select control link and
select Approver Comments Text Area.

EI if current Workflow Activity is Manager Approval

B then complete the following one after another

a then open the Manager Approval worklist
item (configure)

a then on Leave Request Item View View, set the

properties of Approver Comments Text

Area control (configure)

f. Click the (configure) link. On the Mapping Destinations screen, scroll down until you can see the
General heading. Change the Read-Only setting from Yes to No. By turning off the read-only set-
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ting, the manager will be able to add comments when they open the form. Click OK. Click OK to
return to the Rules home screen.
= [ Controls
= 28} approver Comments Text Area
E = petail

M ¥
Name

| Text

Field

Data Type
| Display Time Zone ',,-. User settings
Watermark

] Tooltip

= = Settings
Rows

= P General
| Width

| Tab Index @ | (Default)
Visible @ W Yes No

|| Enabled @ | @ Yes Mo

¥ Read-Only [l Yes @ Nul

Expression W | | (None)

STEP 9 REVIEW

In Step 9, you edited the Workflow Task state, Form Initializing rule and enabled the Approver Comments field for the
Manager Approval task. This will allow the approving manager to add comments to the request if they choose. This
step demonstrated the power of states and how you can edit individual states to customize the form and view con-

figurations for a specific task or event.

Step 10: Add a save method to update the SmartObject with changes made by the manager
Now you will add a new rule to this state. This rule will allow you to save any changes the manager might have made to
the form, such as adding approver comments. (Saveis the equivalent of update. When adding a new record, the
Create method is used.)

Step 10 Tasks
1. Add a new rule to the Workflow Task state. Add the event After the Workflow action was sub-
mitted.
2. Add a Execute a View method action to call the Save method of the Leave Request item view.

3. You may Auto-Map the Input Properties, but you MUST delete the auto-mapped ID value and
replace it with the Leave Request Item View SmartObject ID property so that K2 knows you are
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referencing the current record.

[ @ Input Mappings @ Output Mappings
&0 Auto Map | [ Clear All| X< Clear Selected

On Leave Request Item View View, Execute the Save Method

Mapping Destinations
B [5] Leave Request Form
= 7] Leave Request Item View
= |g}, Leave Request SmartObject
E g Save
= P Input Properties
v|EgID
[v][Al Leave Request Title
[v] [Al Employee Name
[v] I;\l Employee Email
[v] [3] Leave Start Date

[v| 5] Leave End Date

(] [A], Leave Type

I Context Browser

B 7] Leave Reguest Item View
® £ petall

& 7 ceneral
® fH Controls
= _'é‘ Leave Request SmartObject

~

B — _
2 eove request e rext eorf]
I '
I

| try Leave Start Date Calendar .

i1 Leave End Date Calendar
Leave Type Drop-Down List

N

& 1D
Al Leave Request Title

[A] Employee Name

|A] Employes Email

"] Leave Start Date

™1 Leave End Date

KI Leave Type

[ Requester Comments

|A] Request Status

Step 10 Walkthrough

States

Form Designer (Leave Request Form) > Rules
@ Introduction & General @& Layout & Parameters @ Rules @

| Rules

=p Add State | < Remove State | | ¥ Edit State = Add Rule | [ 7

) (Base State)

= Leave Request

@ Workflow Task

%) When the Fo

-Ef Leave Request Workflow (Default)

(Click here to add a state)

= Leave Request
‘ E On Leave R

a. Onthe Rules home screen, confirm the Workflow Task state is highlighted, then click Add Rule.

b. Click the Events tab. (A below) Scroll down until you see the Workflow Events heading. Locate and
click the After the Workflow action was submitted event to add it to the Rule Definition pane.
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Rule Designer

Events | ™ After the Workflow action was submitted

'}__ X. | Enabled

After the Workflow action was submitted
= Parameter Events

= ~
L=, When a Form parameter raises an event

(A4 When a View parameter raises an event

[= When a subview parameter raises an

event

=, When a subform parameter raises an

event

(A4 When a View parameter on a subform

raises an event

= Workflow Events

I_: After the Workflow action was submitted I (v

9 Events gonditmns g’ Actions

c. Now click the Actions tab and click to add the Execute a View method action to the Rule Definition
pane. Click the select View link and select Leave Request Item View. Click the select method link
and select Save.

Note
The Save action saves the form field entries (Employee Name, Leave Start Date, etc.) to the Leave Request

SmartObject. You will first specify the item view as the 'container' of the field entries you want to save. Then
you will auto-map the view fields to the SmartObject. Auto-map is simply a time saver, as K2 will map all of
the view fields to their corresponding SmartObject properties. K2 knows which fields correspond to which
properties because the view was generated from the SmartObject in the first place.

Rule Designer
Actions 4 "] After the Workflow action was submitted
[ ',._J *® | | Enabled
. After the Workflow action was submitted
= Form Interaction A

@ Execute a Form method @l then on select View View, execute the

@ Set the Form's properties method

o Set a View's properties

= SmartObject Interaction I
| & Execute a View method |

&’ Execute a SmartObject method

@ Execute a View method for items that are

in a specific state

& Execute a SmartObject method for items

that have been changed v

™ Events | 1J Conditions | g* Actions
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d. Click the (configure) link. Click Auto-Map. (In some versions of K2 blackpearl, the ID property may
be auto-mapped as well. Continue to the next step on editing the ID property.)

On Leave Request Item View View, Execute the Save Method

| @ Input Mappings @ Output Mappings
&5 Auto Map | [ Clear All |

Mapping

[ Leave Request Title Text Box

EAl Emloyee Mame Text Box

[E Employee Email Data Label

[v][A], Employee Ema

[v] [F], Leave Start Date fm Leave Start Date Calendar
[v][F], Leave End Date {T3/Leave End Date Calendar
[v][A], Leave Type B Leave Type Drop-Down List

empty, you need to map the SmartObject ID to it.

Note

When you auto-map the input properties, K2 creates a new record in the SmartObject and saves the form field
entries to their corresponding SmartObject properties. While we want to save the form field entries, we don't
necessarily want to create a new SmartObject record. Why is this? When you started the workflow, K2 cre-
ated a placeholder of sorts in the SmartObject. (This is where the item references come from as well.) We
want to save our record to the SmartObject that was started with the workflow, not create a new one. That is
why we want to reference the SmartObject ID that already exists.

e. Ifthereis an auto-mapped ID, click to the right of the ID value and backspace until you have removed
it. With the field empty, expand the Leave Request ltem View in the Context Browser, then expand
the Leave Request SmartObject. Drag the SmartObject ID into the Input Properties > ID field.

Caution

IMPORTANT: Be sure to complete this step. You want to use the SmartObject ID so that K2 knows you are
updating the current record. If you use the auto-mapped 1D, K2 will not recognize the value as the current
record.

Click Finish. Click OK to close the Rule Designer.

If the ID property has a value, you need to replace it with the correct SmartObject ID. If the ID property was left
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@ Input Mappings
2% Auto Map | [# Clear All

& Qutput Mappings

2 Clear Selected

On Leave Request Item View View, Execute the Save Method

Mapping Destinations

=[] Leave Request Form
B 7] Leave Request Item View
= (g}, Leave Request SmartObject

| [A], Employee Email
| [5] Leave Start Date

| [5] Leave End Date

[w][A] Leave Type

Context Browser

~ = [7] Leave Request Item View

(i)

®

] Detail
] General

= g7 save B Controls
= P Input Properties E '_g| Leave Request SmartObject
EgI0 - 5y 1D
, : [A] Employee Name
Ld EEMND‘&E Name E Employee Email

[T Employee Emall Data Label

i Leave Start Date Calendar

' i Leave End Date Calendar
W55 Leave Type Drop-Down List

W

"] Leave Start Date

"] Leave End Date

[A] Leave Type

[ Requester Comments
[A] Request status

STEP 10 REVIEW

In this step, you added a rule that will fire off the save method (which is the equivalent of update) for the Leave

Request SmartObject with any changes the approving manager might have made.

Step 11: Add a clear method to clear the item view and refresh the list view upon submit

The last few edits you are going to make to the rules will be to clear the form entries after the form originator has clicked
the Create button, then add the new entry to the list view. (The list view contains all of previous leave requests.) Recall

in the basic tutorial, when the form originator submitted the form there wasn't any visual indication of the form being sub-

mitted. By clearing the form entries and updating the list view, the user will have visual confirmation that their request

was submitted.

Step 11 Tasks

tem Value Email as the Input Property.

@ Input Mappings @ Filter @ Output Mappings
S5 auto Map | [if Clear All | X< Clear Selected

1. Edit the rule for the Leave Request Workflow (Default) state, when the Create Button is clicked.
Add a View method action to Clear the Leave Request item view.

2. Add another View method action to populate (Get List) the Leave Request list view, using the Sys-

On Leave Request List View View, Execute the Get List Method

@ sort

Mapping Destinations
El [Z] Leave Request Form
= [T Leave Request List View
= [g], Leave Request SmartObject
= 57 Get List
E [ Input Properties
OBy
["1[A], Leave Request Title
[][A] Employee Name
[v] [A], Employee Email
[][F], Leave Start Date
[|[F} Leave End Date

[][AL Leave Type

Context Browser

= = system Values
® [F current Date

= B current user
] FQN
| Display Name
] Name
| Description
L Enet]
—| Manager

® B client

e

= @ Error
# [ Environment Fields
= [ Leave Request Form
M| B Detail
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3. Add a Transfer data action and map the Current User Display Name and Email to their respective

form controls.

Transfer Data

Mapping Destinations

= [ -] Leave Request Form
= 5l Parameters

&0 Auto Map | (i Clear All > Clear Selected

B E SerialNo B8 5_.. Current User
= [T Leave Request Item View ICI F?N |
= ﬁ' Controls i Display Name
[EAl Leave Request Title Text Box g:]: Name
| Description
| (A Employee Name Text Box [ = Display Name / @.
+| |ai] Employee Email Data Label m ' [ Manager
. # Client
[i5] Leave Start Date Calendar . % -

Context Browser

=l P system Values
® 3 current Date

4. Check Inthe Leave Request Form.

Step 11 Walkthrough

a. Firstyou will configure an action to clear the form entries upon submit. On the Rules home screen,
highlight the Leave Request Workflow (Default) state, then the Create Button is Clicked rule.
(The Leave Request Workflow (Default) state is the configuration for the form originator.) Click Edit

Rule.

Form Designer (Leave Request Form) > Rules

@ Introduction & General & Layout
States
op Add State | X Remove State | | ) Edit State

& (Base State)

& Workflow Task

& Parameters @ Rules

s‘ Leave Request Workflow (Default)

& Finished
Rules

@ Disable Rule

[ Leave Request Form (Form)

5] when the Form is Initializing

=l Leave Request Item View (View)

Click here to add a state)

IL: On Leave Request Item View, when Create Button is Clicked

E When Leave Request Item View executed Initialize

LACKE TO add a new Rule)

b. Confirm the Actions tab is highlighted, then click the Execute a View method action to add it to the
Rule Definition pane. Click the select View link and select Leave Request Item View. Click the

select method link and select Clear.

Sorting through events and actions: first you see an event for when the Create Button is Clicked. Then the Create
method for the SmartObiject fires and creates the record in the Leave Request SmartBox SmartObject. Then the

workflow starts. Finally the Leave Request ltem View is cleared.
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Rule Designer

Actions 4 [} On Leave Request Item View, when Create... _
' FI »® |l Enabled 4t Move Up | X Remove (=) C
5 Form Interaction — On Leave Request Item View, when Create Button is Clicked
@ Execute a Form method £ = then complete the following one after another

&’ Set the Form's properties [T then on Leave Request Ttem View View, execute the

& Set a View's properties Create method

;II then start the Leave Request
= SmartObject Interaction i

IJ“ Execute a View methodl

Workflow Workflow (configure)

&1 then on Leave Request Item View View, execute the

& Execute a SmartObject method
Clear method (configure)
& Execute a View method for items that are

in a specific state

@ Execute a SmartObject method for items

that have been changed N

[*9 Events | L] Conditions | &’ Actions

Now you will update the Leave Request list view so that the new entry is displayed.

c. Click Execute a View method once again to add another instance to the Rule Definition pane. Click
the select View link and select Leave Request List View. Click the select method link and select
Get List. Click the (configure) link.

Rule Designer

Actions 4 [[]/ On Leave Request Item View, when Create...

Form Interaction

= SmartObject Interaction
@’ Execute a View method

@& Execute a SmartObject method

@& Execute a View method for items that are in a specific

state

@ Execute a SmartObject method for items that have been

changed

@& Execute a method for items that have been changed on a

Enabled| - i
On Leave Request Item View, when Create Button is Clicked
El then complete the following one after another
[7] then on Leave Request Ttem View View, execute the Create method

ﬁ then start the Leave Request Workflow Workflow {configure)

then on Leave Reguest Item View View, execute the

Clear method (configure)

then on Leave Request List View View, execute the Get

List method (configure)

Employee Email Input Property. Click Finish.

d. Inthis step, you will map the current user's email as the input property so that K2 knows to search the
SmartBox records for those that have the same email value as the current user. In the context
browser, expand System Values, then Current User and drag the Email property into the
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e.

f.

On Leave Request List View View, Execute the Get List Method

@ Input Mappings @ Filter @ Output Mappings @ Sort
55 Auto Map | [ Clear All | X Clear Selected

Mapping Destinations Context Browser

=[5 Leave Request Form = = system values
~
= [T Leave Request List View = E Current Date
= [d], Leave Reguest SmartObject = 8 current user
B G~ Get List ] FQN
= Input Properties CI Display Name
Ry ] wame

[ 1[A] Leave Request Title ptnon
- | Email
[][A], Employee Name ! Manager
m = g Client

[v] [A], Employee Email

= Error
[][F], Leave Start Date o ) )
# [ Environment Fields
[] m Leave End Date =) 'j Leave Request Form

4 ® 5 Detail

[][AL Leave Type

You have one additional step you need before you close out of your form. In the previous step, you cleared the
form entries when the user clicked the Create button. Now you need to add back in the Employee Name and
Employee Email values so the refreshed form appears exactly the same as a brand new form. Recall that you con-
figured the Employee Name and Employee Email values to be the current user values, which you again, obtain

from the context browser, system values.

Still on the Actions tab, search for
transfer
then click Transfer data to add it to the Rule Definition pane. Click the (configure) link.

Rule Designer

Actions 1 | I On Leave Request Item View, when Create... |

Itransfer J"’I-K: _ Enabled

Data Transfer On Leave Request Item View, when Create Button is Clicked
@’ Transfer data

= Subview Interaction

E then complete the following one after another

E then on Leave Request Item View View, execute the

@ Transfer data to a subvigw £TRaGe method

L @l then start the Leave Request

El Subform Interaction Waorkflow Workflow {configure)

o' HISIEES dota to a subform m then on Leave Request Item View View, execute the
Clear method {configure)

[ then on Leave Request List View View, execute the Get

List method (configure)

| then transfer data (configure)

In the context browser, expand the System Values node, then Current User. Drag the Display
Name into the Employee Name Text Box field and the Email into the Employee Email Text Box
field. Click OK twice, then click Finish to save and exit the form.
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Transfer Data

_#.. Auto Map | [i& Clear All | X Clear Selected

Mapping Destinations Context Browser
=[] Leave Request Form A = P System Values
B Tl Parameters ® [F] current Date
[A] serialio = 8 current user
= [T] Leave Request Item View Iq F_QNI |
= (5 controls €] Display Name
ZA| Leave Request Title Text Box EI Name
_ ; Description
v| [ Employee Name Text Box = Display Name / |lj: Email
v| |ai] Employee Email Data Label m . ] Manager
# & Client
5] Leave Start Date Calendar @ @ Error

g. Right-click the Leave Request Form and select Check In. If you get a message about associated
Views, click OK to continue.
STEP 11 REVIEW
In this final step of configuring actions, you added a clear method so that the user will have a visual confirmation that
their form was submitted. There are a number of mechanisms for letting your users know they have successfully sub-

mitted a form, including adding a confirmation pop-up message or redirecting them to a web page, for example. As
you build more applications within your own environment, you will gain knowledge of what works best for your target

users.

Now that your application changes are done, you will move on to Part 4: Test, to try out your application!

Part 4: Testing the Application

In Part 4, you will test the updated Leave Request application.

Note
You must complete Parts 1, 2 and 3 to continue with Part 4.

Step 12: Testing the application

For this test, you will submit two Leave Request forms. You will access the approving manager's Outlook and action
one of the requests using SmartActions to send the request back for rework. As the form originator, you will resubmit
the request, then reject it as the approving manager. The second form that you submit, you will not action.

Step 12 Tasks

1. Using the Runtime URL, submit two Leave Request forms. Make the Leave Start Date for one of
the requests today's date. This will fire off the escalation since you have it configured to start within
two days of the Leave Start Date.

2. Access the approving manager's Outlook and using SmartActions, reply to the request with
Rework.

3. Access the form originator's email and open the form. Edit the form entry in any manner you like,
then resubmit it.

4. Asthe approving manager, add some comments, then reject the resubmitted request. Confirm the
email notification that is sent back to the form originator contains the manager's comments within
the rejected email.

Step 12 Walkthrough

a. Using the Runtime URL, open and submit two Leave Request forms. Make the Leave Start Date for
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one of the forms today's date. This will fire off the escalation that you configured (remember it
executes if within two days of the start date). Confirm you cannot edit the Approver Comments field (it
should be read-only for the form originator). Enter any leave type or comments you like for each
form.

If you have time and would like to submit more leave requests so that you have additional content when you work
through the Reports tutorial, feel free to do so! (The Reports tutorial uses the workflow process instances from the
Leave Request tutorials for content.)

E]
=l K2* DESIGMNER ‘Welcome Denalli]

K2 Designer U [ Leave Request Form
Search: (= }~"‘- E

(e T k2 Designer

B 2 My ltems AN
= P All Ttems Mame: Leave Request Farm
CRM System Name: Leave Reguest Form
= Exchange Description:
HowTok2 Design Time WARL: https: k2 denallix.com/Designer/Runtimey/Form/ L eave+ Request + Form,
= = K2 Learning I Runtime URL: https:fik2 denallix.com/Buntime/Runtime/ Formy Leave+ Raquest+ Form, I
= .P- PLjave Request Cateqory: K2 LearningiLeave RequestiForms
= Forms
F-‘I R Cm s I Version: 4.0
@ [ smanobjects Created Date: 4/2/2015 3:36 PM
B [ Views Created By: Denallix Administrator

After you have submitted a form, confirm that the field entries are cleared (except the Employe Name and Email)
and your new entry now shows up in the Previous Leave Requests List View. After you have submitted at least two
forms, close your browser.

At this point, you need to open the approving manager's Outlook. If you are building this application on a K2-
provided VM, you are most likely logged in as Denallix Administrator. Administrator's manager is Jonno, so you'll
open Jonno's Outlook. If you are building this application within your own environment, open the Outlook account
for the user assigned the manager approval task. The screenshots and usernames used in this tutorial assume
you are using a K2-provided virtual machine, so your screens and users may be different if working through the
steps in another environment.

b. Begin by closing any open browsers and any open instances of Outlook. Click on the User Shortcuts
link found in the lower right corner of the screen. Expand the Legal folder, then click on Jonno's
Outlook. Allow a minute or two for Outlook to open. If you see a message about syncing CRM, just let
it complete. If you see a message about licensing, click Close to continue.

& IE (Daniel)

@ IE (Debbie)

B 1€ (Eric)

B IE(or)

£ IE (Jonno)

£ IE (Richard)

& Outlook (Daniel)
@ Outlook (Debbie)

B oOutlook (Eric) |, Finance 3

Outlook (Joe) | Headquarters 4

|§ Ouﬂuokﬂonnoll |. Human Resources *
& Outlook (Richard) |, Legal

|, Operations 3

l, Sales 3

|, Distributors 4

|, Partners 3

|, Regional Offices  »

= 10:35 AM

User Shorteuts | || = (B 132015
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c. Confirm there are two task notification emails for Jonno. Open one of the emails and reply with
Rework
as the email message body. Send the email.
As a reminder, you are going to action this request using SmartActions. SmartActions allow you to simply reply to

a task notification email with one of the actions as the message body. K2 will read the action and move the work-
flow along accordingly.

To.. | |K2Service

=
Ce..
Send
Subject RE: Leave Request Submitted: Test One
Rework

From: K2 Service

Sent: Monday, April 13, 2015 11:01 AM

To: Jonathan King

Subject: Leave Request Submitted: Test One

d. Confirm there is an escalation email for the task with today's date as the Leave Start Date.

2 Reply (€2 Reply All £ Forward
PP Mon 4/13/2015 11:52 AM
Y K2 Service
I REMINDER: Leave Request for Denallix
Administrator

To Jonathan King; Denallix Administrator

0 This message was sent with High importance.

This is a reminder that the Leave Request
Test starting on 2015-04-13 has not yet
been approved. Please check your worklist
items and process this request with your
decision.

e. Now you will switch back and view the email that is sent back to the user for reworking their request.
Close Jonno's Outlook and open Administrator's Outlook. (Start, then search for Outlook). Allow a
minute or so for Outlook to open. Confirm there is a task notification email for Administrator. This
time, click on the link Click to open worklist item so that you can open and edit your original
request. (Remember if you are working in your own environment, you most likely will need to open
your own Outlook.)

f. Make a change of some kind to your form entries. Select Resubmitted from the Action options and
click Submit. You should see a confirmation dialog, click OK. Close out of the browser.

g. Close Administrator's Outlook and open Jonno's Outlook. Once again, you should see a new task
notification email. This time, click the link Click to open worklist item so that you can access the
form.

h. Confirm that you can now enter content into the Approver Comments field. Recall that you edited
the Workflow Task state and turned off the read-only option for the comments. Enter a comment.
Select Rejected from the action options and submit the form. Click OK for the confirmation dialog,
then close out of the browser.
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i. Close Jonno's Outlook and open Administrator's Outlook. Confirm the rejected email arrived and
there is content for the Approver Comments.

2 Reply (&2 Reply All (&, Forward
Mon 4/13/2015 11:21 AM
K2 Service
Your Leave Request is Rejected: Test One Revised

To Denallix Administrator

Your Leave Request has been rejected by your
manager. Your request deails are as follows:

Leave Start Date: 2015-04-20
Leave End Date: 2015-04-24
Leave Type: Vacation Leave

Approver Comments: I'm very sorry, I cannot
approve this request.

STEP 12 REVIEW

If your testing was successful, then congratulations! You have extended the Leave Request application and have
seen the Data, Forms and Workflow co-operate in a complete cycle from start to finish. You have completed the exten-
ded version of the Leave Request application.

Summary
The exercises in this tutorial expanded on the functionality and interaction of K2's components: Data, Forms, Work-

flows. Key to these exercises are the following:

Data

m SmartObjects can leverage connectivity with internal and external data sources.

m SmartObjects can be associated with form controls, creating an association that can automatically populate con-
trol values.

m SmartObject methods can be called from views, forms and workflows and are commonly used to create, save
(update) or retrieve (list) SmartObject properties.

Forms

Forms are containers for views and controls

Forms can contain multiple views

Views are logical sections of form content

There are two types of views: ltem Views contain the content from one record. List Views contain multiple

records.

m Rules are comprised of Events, Conditions and Actions. Events are when something occurs, Conditions are ifa
specific criteria has been metand Actions do something if the Event and Condition has been met.

m Rules can be applied to different workflow states, essentially creating custom forms for workflow tasks

m Forms and views must be checked in before they can be exposed to users

Workflows

m Workflows are comprised of steps which in turn, have associated events. The main container for a workflow is

called a process.
m There are two types of events: System tasks are performed by the K2 server such as sending an email. User

tasks are performed by a human, such as making a decision of some kind.
m Escalations keep your workflows flowing by sending email reminder notices, redirecting the unactioned task to
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another user or expiring the task altogether.
m  Workflows must be deployed before they can be exposed to users
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100.CWL.: Reporting in K2
ot N >

Duration: 1 urs {depending on exercises selected) Video

Reporting in K2

The standard reports and reporting interfaces available in K2
The K2 View Flow report

Custom reports with K2 tools

Custom reports with third-party reporting tools

v HOLDINGS, ING. ALL IBGHTS RESERVED

The 7100.CWL: Reporting in K2training module explains how to use the available standard and custom reporting in K2
to report on workflows. The module should take around 1 to 1.5 hours to complete, depending on how many of the
hands-on exercises you choose to do.

This module covers the following concepts:

The standard reports that are available in K2 and where you find and run those reports
Using the K2 View Flow report

Creating custom reports in K2 Workspace and K2 smartforms

Creating custom reports with other third-party reporting tools
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Part 1. Standard Reports in K2
= ]

Video

PART 1
Standard Reports in K2

v What reports are available
v How to access and use the reports
v Security considerations for reporting

¥ Hands-on exercise: running standard reports

In Part 1 we will look at the standard reports that are available in K2, how to access and use these reports and some
security considerations that affect how reporting data is shown to users. At the end of Part 1 there will be a hands-on
exercise followed by a mastery check.
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EXERCISE 1: Standard K2 Reports
EXERCISE 1: Standard K2 Reports Video

= Scenario: Run some reports against the Leave Request
Approval Application

= Process Overview report
= Drill-down into a specific instance of a workflow

= View Flow Report

= Run a live report to see the “path” for a specific workflow

Note: A Mastery checkpoint will follow this exercise \5 15 mins

In this exercise you will run some of the standard reports against an existing solution in your K2 environment. You will
learn how to use the Process Overview report to "drill-down” into a specific workflow instance and how to use the View
Flow report to see the “path” of a workflow in near real-time.

Note

This exercise assumes that you have completed the Leave Request Approval application from the 700BHX: Intro-
duction to K2 Applications with K2 Designerlearning module. If you have not, you can follow the same steps to run
reports against another workflow in your environment, but the report data and screenshots will look different.

When you are ready, continue on to Reporting in K2 Workspace and then The View Flow Report to complete the two
parts for this exercise.

Reporting in K2 Workspace

K2 Workspace is the primary Administration and Reporting tool for K2 blackpearl installations. From the Management
Console, you can determine the current version of a deployed workflow, set workflow permissions (Process Rights),
stop and start Process Instances and redirect them to another user if necessary. All workflows, whether built in K2
Designer, K2 Studio or K2 Visual Studio can be managed from K2 Workspace.

Note
The steps and screenshots in this tutorial are based on the Leave Request (Extended) application. You can, how-

ever, use these same steps and instructions to report on other workflows in your K2 environment If you are work-
ing through the tutorials in your own environment, simply use a Process or Processes that already exist. The steps
will be the same in either environment.

Note

Required Permissions for these tutorials:

You must have the necessary process permissions to complete these tutorials. If you are logged into a K2-
provided VM as Denallix Administrator, you will have the necessary rights. If you are working from within your own
environment, take note of the permissions described below and if necessary, request additional permissions from
your K2 Administrator.
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m View: Users with View rights on a Process can run Reports against all instances of a workflow. This
is the recommended permission if you want to run statistical reports against a Process.

= View Participate: Users with View Participate rights can only report on those workflow instances
where they are the originator (started the workflow), or actioned a user task. With this permission,
you are likely to only see a subset of all the statistical reporting information for a specific process,
because only those instances that meet these criteria will be included in the report. data

m  Admin: Required to access the Management Console in K2 Workspace in order to assign work-
flow permissions. If you are working in your own environment and you are not a K2 Admin-
istrator,either request this permission from your K2 administrator or just read through the
exercises and do not perform the exercise tasks. You will be able to complete the majority of the
exercises in this tutorial without needing the Admin permission.

Step 1: Overview and basic navigation of K2 Workspace

In this step, we will take a brief tour of the Management Console in K2 Workspace. We will look at the Process Rights for
the Leave Request Workflow.

Step 1 Tasks

1. In this step, we are taking a brief tour of the Management Console, specifically looking at the Pro-
cess Rights for the Leave Request Workflow Process. If you are familiar with the Management
Console and Process Rights, feel free to move on to the next step.

Step 1 Walkthrough

a. Launch K2 Workspace. (Start > All Programs > K2 blackpearl > K2 blackpearl Workspace). If you
do not see this link in your start menu, contact your K2 Administrator to obtain the URL of the K2
Workspace in your environment.

b. Notice the following sections of the landing page:
A. Home Page Button
B. MenuBar
C. Reports Console Menu
D

. Worklist for current user. (If there are any Process Instances waiting to be actioned
by the current user, they are listed here. There may not be any. In the image below,
DENALLIX\Administrator has one Process Instance waiting to be actioned.)

Loggedin as

3
DEHALLIXUdministrator K2 blackpear!

Worklist >> DENALLIX\Administrator

] Activity Stalistics Selecled Filter: |Default| v | Quick Search: JM

|11 Pracess Information
[ Pracess Overview
[ Pracess Statistics

[ user Peﬂunnanc@

] |} | Folio

= 9 (i

@ Denallix Administratos

Process Name

Leave Request Warkflaw
Previous | Page 10of1 | Mex

| Activity Name : | Status - [

Manager Approval Open

c. Click on the Management Menu button in the Menu Bar, then click Management Console.

| ﬁ| Reports QIELERERENE Nobfication Events | Securi

_] Management Console
Management Console

] Acivity StalStics
] Process Information
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d. Expand the K2 Server tree (your server name may be different than the image below), then expand
Workflow Server > Processes > Workflows > Leave Request Workflow. This is the Leave
Request Workflow that was deployed as part of the Leave Request (Extended) tutorial.

| ﬁ| Reports | Management | Notification Eve

= i k2 denallixcom: 5555
_' SmartObjects
d Envirenment Library
= & Workflow Server
-4 Server Rights
= L@ Processes
| DC test
% Sales Orders
= (4 Workflows
— 1] Leave RequestWorkfig
8 Process Rights
&5 Instances
[ Versions
% String Table (Dewel
g Roles
51 Manager Approvalh
2 £} Rework RequestR

Notice the Workflow Server options for the Leave Request Workflow Process.

m Process Rights: Assign workflow permissions to a Process.

= Admin: Full-control over the Process. This should not be confused with Admin Server Rights, where
the user has full control in K2 Workspace.

m Start: Users can start a workflow. Without Start (or greater) permissions, users are likely to get an
error when they submit a form.

m View: Users can view, run and create reports for the Process.

m View Participate: Users can view standard reports for workflows they started or where they com-
pleted a task.

= Instances: View running instances of the current Process. This option gives you an overview of how many
Process Instances are currently running, as well as those that are in an error state.

m Versions: By default, K2 makes the most recently deployed workflow the default. You can change the
default to another version if desired. When running reports, you have the option of changing the version
you want to report on.

m String Table: Shows the K2 blackpearl connection strings.

m Roles: Roles are initially created globally and then can be added to a specific workflow if desired. Roles are
predefined groups of users. For example, you might create a role called 'Finance Approvers', then assign a
user task to the Finance Approvers role, instead of one or more individual users.

In this exercise we will be working with the Process Rights option.

e. Click on Process Rights. With Start and View rights, all Domain Users can start this Process (the
Leave Request Workflow) as well as access and run Standard and Custom Reports. The View Par-
ticipate option would be in lieu of the View option and would allow them view Standard Reports for
workflows they started or where they completed a task. (You would select one or the other, butin
most cases, the View option is selected.) If you don't want users to have access to reports, simply
remove the View option by deselecting it and clicking Save.
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k2.denallix.com:5555 > Workflow Server > Processes > Workflows > Leave Request\

b add | | sawe |

Selected Filter: | (None) b ﬂ Quick Search: | All

User/Group 4 Admin Stat  View  View Participate
K2:DENALLIX\administrator vl [ 1 |
K2 DENALLIX'Domain Users | [v] v ] |

f. Click on the Home icon to return to the K2 Workspace landing page.

ﬂ Reports | Management | Not

STEP 1 REVIEW

In this step, we took a brief look at the Management Console, specifically the Process Rights for the Leave Request
Workflow Process. This is important to be familiar with, as you will use Process Rights to grant users the ability to view,
run and create Standard and Custom Reports. If you do not want your users accessing reports, confirm their only Pro-
cess Right is the Start option. This will allow them to submit a form (and start a workflow), but not access reports.

Step 2: The Activity Statistics Report

In the next several steps, we will learn more about three Standard Reports and how you might use them for analyzing
and monitoring your Processes. The first report we are going to work with is the Activity Statistics Report. When you drill
down into it, the Activity Statistics Report displays in a graphical format.

Step 2 Tasks

1. Launch the Activity Statistics Report. Using the Leave Request Workflow, run a report that dis-
plays the Average Duration for Completed tasks. Be sure to include Server Events.

Report Configuration

Aease configure the settings for this report These seltings are persisted per user per report.

Parameters Filters Seftings

Process Version: |1 ~
Date Range: [ specific Date Range v
From [2015/04/04 [FH  To po1siosios 53]
Options: [] Exclude Server Events
Status: ICarpheleu b
Value Type: @ Average Duration () Number of Instances
Chart Type: [caum[~] [Jview 30

2. Run a second Activity Statistics Report to determine if there are any tasks still running after two
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Value Type:

Parameters m.-—-‘b Field Name:
Process Version.
ITE Compare Operator:
Date Range: ISpeciI’ic Datjvalue:
From |2015.
Options: sl [/ | Exclude Server Events

Status: _pl.qct'r\re w

el () pveragie Duration ®) Num ber of Instances
Chart WPH: ICCﬂL.ITﬂ L D\'bew aD

days. This time, exclude the server events.

Report Configuration B

Step 2 Walkthrough

fit | Reports | Management |

Reports

] Process Information
. Process Ovenvew
L] Process Statistics
1] User Performance

.1 Configuration

a. From the K2 Workspace landing page, click the Activity Statistics Report link in the Reports pane.
(It may take a minute or so for the report to open.)

i 4 of 1 P | | 100% Vl |Se|ect a format Vl Export ﬂ _,j
Activity Statistics
Leave Request WorkTlow Workflow s 6 00:07:57:35
Sales Orders Process Sales Orders 1 04:17:47:47
Schedule Appointment DC test 1 00:00:00:22

The Activity Statistics landing page will open. Here you will find a list of all Processes that have been deployed. (A
below) This high-level overview also indicates the number of Instances that have been started for each Process.
(B below) The number of instances includes Processes that are active and non-active.
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b. Click on the Leave Request Workflow Process Name to open the report. The report opens using the
system default filters, or the last configuration of parameters and filters if they were set. Click the Con-
figuration link.

Workflows\Leav..flow > Activity Stati

2 | . 1] Configuration | | Fillere

4 4 |1 of1 P i [

Activ

For our first report, we want to see which tasks take the longest to complete compared to the other tasks in the Pro-
cess.

The Report Configuration screen opens on the Parameters page. This is where you can narrow down the results
returned by specifying Parameters, Filters and Deleted Process Settings for the Process Instance you are report-
ing on. The following is a guide to the options available:

Parameter Notes

Process Version Allows you to select the Process Version you want to report on. By default, K2 will
make the last workflow deployed the default. When a user submits a form, the
default workflow will be the Process started. Select the version number you want to
report on.

Date Range Use the date range setting to narrow down the reporting time frame. For example,
you may want to run the report weekly, then save a copy for later comparison. This
will allow you analyze a Process over time to help determine the time frames the
Process is used the most, or least. HINT: Use the Date Range drop-down for pre-
defined time frames. For example, This Week, Last Week, etc.

Options This option allows you to include or exclude Server Events. Server, or System
Events are those tasks that K2 runs behind the scenes. For example, sending an
email or updating a list. System tasks are generally performed quite fast. If you
have multiple user tasks, you may not want to take up chart space with the system
tasks.

Status Select the Process Instance status you want to report on. Options include Active,
Completed, Expired and Waiting. Generally speaking, you will report on Com-
pleted Process Instances, as they can give a more accurate view of the time a task
has taken. This, when combined with multiple Process Instances, can indicate if
any tasks are taking a longer time than you had anticipated.

Value Type You have two types of values you can report on. The Average Duration will cal-
culate the average time a task has taken, or is taking. The Number of Instances
displays the total number Process Instances for the selected Status.

Chart Type Allows you to choose the chart type you would like to output for your report.
Filters Notes
Add, Edit, Remove The Filter option allows you to further define your report results by applying filters

to either the Activity Name, Duration, Full Name or Instance. For example, you
might run a report based pulling Active Process Instances that have been running
for longer than 1 day. In this case, you would apply a Filter on the Duration option
setting to be greater than 1 day.

Settings Notes
Deleted Process Select whether you want to include deleted (or removed) Process Instances in
Instances your report. By default, this is set to True. You may want to set this to False so that

you are reporting on only the workflows that are viable (Active or Completed).

c. Onthe Report Configuration Parameters screen, set the options as follows: (Use the image below
as a guide if necessary.)
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m Process Version: Select the Process Version you want to report on. For the Leave
Request (Extended) Process, you might only have one choice.

m Date Range: Make sure the From value is at least two-to-three weeks back. This
will be dependent on how long ago you built the Leave Request (Extended) Applic-
ation and/or submitted test Processes. Adjust the dates so that they encompass the
time frame around building and testing the application.

m Option: UNCHECK Exclude Server Events
m Status: Select Completed
m Value Type: SELECT Average Duration
m Chart Type: Select Column
m  We will not specify any Filters or Deleted Process Settings

Report Configuration

Rease configure the setings for this report These seltings are persisted per user per report.

Parameters Filters Seftings

Process Version: |1 Lv4

Date Range: |Specjfi-: Date Range |v]
From [2015/04/04 [FH  To 201006 52
Options: [l Exclude server Events
Status: m
Value Type: (®) average Duration () Num ber of Instances
Chart Type: [Coumn~] view 30

While your chart will not look exactly like the image below, we should see a representation of one user task (Man-
ager Approval) and three other system tasks. The system tasks are processed very quickly. Notice the average
time it takes for the Manager Approval task. Since we are using test applications, the 12 minutes it's taking is very
reasonable. If, in the real world, if this average indicated 3-4 days, then you might look at the complexity of the
task and see if the communication around the task could be made clearer. Another option to consider is to add an
Escalation to the task. Escalations can be as simple as sending an email reminder of the unfinished task, or more

complex, where the task is automatically redirected to another user.

Activity Statistics for Workflows\Leave Request Workflow
Saturday, April 04, 2015 - Wednesday, May 08, 2015

Average Duration (Minutes)

Email Originator Approved Set StaluslApprouad
Manager Approval Set Status Submitted

Activity
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d. Now we want to see if there are any Process Instances still running after two days. Open the Report
Configuration and make the following changes to the Parameter and Filter options:

Options: CHECK the box to Exclude Server Events

Status: Active

Value Type: Number of Instances

Filter (use the Filter tab): Duration is Greater Than 2 days (02:00:00:00)

Report Configuration B4

F'aramelers 55“‘!"-——__’ Field Mame:
Process Version:
IE Compare Operator:
Date Range: Ispe.:jnc Dafvalue:
From |2015)
Options: sy [+f| Exclude Server Events
Status: _FIACti\I'E hodd
Value Type: sl () pverage Duration (®) Num ber of Instances
Chart Type: |Odum v Cview 30

@

In the chart returned, we see there is one Process Instance running that is older than two days. (Your results may
not be the same.) Notice that in this report, we do not see any system tasks. This is because we selected the
option to Exclude Server Events.

Activity Statistics for Workflows\Leave Request Workflow
Saturday, April 04, 2015 - Wednesday, May 06, 2015

1
£
=

0

Manager Approval
Activity
STEP 2 REVIEW

The Activity Statistics report is very useful for displaying duration-related statistics on individual Activities (events or
steps). Use this report to show bottlenecks (which tasks are taking longer than others) or are running longer than
desired. You can also use this report to show the number of instances that have been processed in a given time
period (for example, how many Leave Request tasks were completed this week).

Step 3: The Process Overview Report
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One of the most-widely used reports, the Process Overview Report allows you to view the details of events (or steps) in
a Process Instance. The Process Overview Report initially displays a high-level view of a each Process Instance (Folio,
Originator, Status, Start and Finish Dates and Duration) of the selected Process. Within the Process Overview report,
you can drill down into each Activity Instance to determine the exact path each step took, and even the audit trail for
each. You can also choose to view the report content via the View Flow option, which displays the information in a flow-
chart format and is almost real-time. (We will cover the View Flow report in the next Part.) This report displays in a
spreadsheet or table format.

Step 3 Tasks
1. Open the Process Overview Report, then the Leave Request Workflow Process.

2. Click on any Process Instance that shows a Completed Status. Was this Leave Request
approved or not approved? How can you tell this?

3. Access the Audit trail for the Manager Approval step. Check to see if there were any other Process
details for this Activity. (In the example below, the Manager Approval task was redirected from Bob
to Denallix Administrator.

(L4 pata [ 5ot Data £ XML Dala WisiotxmLData  Goaaavit | [ava | |

CENALLIADMINSTRA | corpieled  Medum | 562015 11.4018AM 5620151142054 00.00.01-52

Audt Description | User Name

Workdist item Manager Approval redirecled from K2 DENALLUIX'BOB o K2 DENA LLEOADMNISTRATOR
K2 DENA LLIX A dministrator

Event Manager Approval finshed KISERVER

S6/2015 11:41:46 AM

56/2015 1124205 AM|

4. Returning to the Process Instances screen for the Leave Request Workflow, Export the data to Excel.
5. Review the details for a Process Instance that is still Active. What Activity is the workflow currently on; how long
has it been at that Activity?

Step 3 Walkthrough

a. Inthe Reports pane, click on the Process Overview link to open the report.

] Activity Statistics
] Process Information

|3 Process Ovenview |
. Process Statistics
. User Performance

On the Report's landing page, you will see a list of all the Processes that have been deployed. This listindicates
the number of Instances for each Process, including Active and Completed Instances. You can also see an Aver-
age Duration for the Process.

Process Overview

.1 Configuration

4 4 of1 » »l  [100% v| [selecta format V|Export 4] =

Process Qverview

Leave Request Workflow 7

Workflow s 00:10:16:30
Sales Orders Process Sales Orders 1 05:17:55:36
Schedule Appointment OC test 1 00:00:00:22
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b. Click on the Leave Request Workflow Process Name.

The Process Overview > Process Instances screen opens. This is a list of all Leave Request Workflows that have
been submitted. In the image below, notice the Process Folio column. (A below) Recall that we assigned the
Leave Request Title as the Folio that helps provide a unique identifier (along with the Originator name) for each
Process Instance.

Process Instances
ows'Leave Request
Process Folio Originator Finish Date Duration
E K2 smarforms Training = K2ZDENALLICADMNISTRATO  Compleled Medium SARZMSE5516 AM SIA015 100241 AM 00000725
View Flow icon
A May Vacaton Request | K2ZDENALLICADMMISTRATO  Completed | Medium S42015 95920 AM SIA2015 100240 AM 00-00:03:21
33
& On-ine raning - Appl K2 DENALLI'\BLAKE Active Medium SA2015 1000446 AM 022340011
a Traved Tirma for K2 DENALLKWCOO Cormpleted Medium SAAR20N5 1000546 AM SIA015 105210 AM 00004624
Corporate Meeling
E Jume Vacation K2 DENALLDOAMNTHONY Completed hMedium SAAR20M5 10006214 AM SIA2015 100958 AM 000000344
#] K2 Reporting Training K2 DENALL OADMNISTRATO - Completed Medium S'52015 90404 AM S/5/2015 905:40 AM 0000135
R
& Meeting in Chicago K2 DENALL BN THONY Completed Medium SB2015 11:4003 AM SIG2015 114212 AM 00:00:02:09

c. The Status (B above) column tells us if the Process is still active or has been completed. The Start
Date (C above) and Duration (D above) give us an idea of how long this Process has been running,
or how long it ran. Notice too, that each Process Instance has a View Flow icon as well.

d. Click on a Process Folio name for a Process Instance that has a Completed Status. The Process
Overview > Activity Instances screen opens. (Keep a mental note of the Process Instance you are
opening. We will want to open the same Process in Part 2: View Flow, so that we can observe the
same Process Instance details in a flowchart format.)

Notice the Activity Name column. Recall building the workflow. These are the events put in place for completing
the workflow if the manager Approvedthe request. We know this request was approved because of the Set Status
Approved activity shown. If the request had been rejected, the activity would be the Set Status Rejected. You can
view when each step began and ended and the time it took to complete that step.

Activity Name Start Date 4 | Fnish Date Duration Expected
Duration

8 Setslatus Submited Completed Medium SM42015 9.55:21 AM 4201595523 AM 00:00:00:02 00:00:00:00

8 Manager Approval Completed Medium S5 95523 AM 42015100231 AM 0000007 .07 0000:00:00

3 Sl Status Approved Completed Nedium S5 100231 AM 4205100231 AM 0000000, 01 00:00:00:00

3 Emai Originator Approved Competed h2dum SIA2015 100231 AM AR5 1000240 AK DD ODr 0009 00 0000:00

e. Click onthe Manager Approval Activity Name. These are the final details for the Manager Approval
step and it shows that Denallix Administrator approved the request.

[ ata [ Siot Data &3 XML Dala & Sicl XML Dala {3 Cata Audi s} Audi |

Shart Date 4 | Finish Date

Completed  Medium HG620M5 1140113 AM SE201511:42:09 AM 00000152

Cestination

K2-DENALLKOACMINISTRA
TOR.

Event Mame

Marager Approval

We know that Anthony was the form originator (for this example). But we also know that Denallix Administrator is
not Anthony’s manager. We want to find know why Administrator approved the request and not Anthony's man-
ager. One way to do this is to review the Audit trail for this step.

f. Click on the Audit link. Now we are looking at the fine details for the Manager Approval step. If there
were any deviations from the normal path, they would show up here. And indeed, we can see that the
Manager Approval task was redirected from Bob (Anthony's manager) to Denallix Administrator. The
User Name column shows us the user that did the task redirection.
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[ 5ot Data £l XML Dala LSt Data Gyoetaavat | [Sava | |

.,

Audt Descripion

2 DEMNA LLEX WA dminis trator

Workist item Manager Approval redirected from K2 DENALLIX'BOE o

oo ———T st o

K2 CEMALLEADMINE TRA

Completed Medum

SE20MS5 114010 M
| User Name

SE2015 114205 AM

K2 DENA LLIXWADMMNISTRATOR

| Event Manager Appraval finished

K2SERVER

Finish Dale

000052

SE2015 114146 AM

SE/2015 114205 AM

Process Overview > Waor

| .1 Configuration

i 1 |1 of1 P

& | [1 configuration

Process Overview > Workflows\Leav. flow > Activity Instances

g. Use the Previous button to return to the Activity Instances screen.

h. Select Excel from the Export drop-down options in the tools bar. Click Export. Your report has now
been exported to Excel, where you can work with the data as you need to.

M A of1 b bl [100% v| I'Excel v]ExpartI | =]
Sltivityrlnctancoc \
A B CD E G K L VO RS] V X Y wE AF AJAl AL ALA AR AN
1
2 Activity Instances
3
4 Process: Workflows\Leave Request Workflow Start Date: S5I6/2015 11:40:03 AM
5 Folio: Meeting in Chicago Finish Date: 51672015 11:42:12 AM
6 Status: Completed Duration: 00:00:02:09
=
o
q [LifData Jes3] 0L Data [&l]view Fiow Ji3]Data Audt [E3]xHiL Data Audt || Auci |
14 8 Set Status Submitted Completed Wedum SE2015 11:40:09 AN SE2015 11:40:11 AM 00:00:00:02 00:00:00:00
15 /& Manager Approval Completed  |Medium SKB2015 11:40:11 AN |S/B/2015 11:42206 AM | 00:00:01:54 00:00:00:00
16 & Set Status Approved Completed Wedium SE2015 11:42:08 AN SB2015 11:42:08 AM 00:00:00:01 00:00:00:00
17 |&  Emai Oniginator Approved Completed  |Medium SKB2015 11:42:06 AN |SB/2015 11:4212 AM | 00:00:00-06 00:00:00:00

Activity Mame

8 S=tStaws Submitted
[§ Manager Approval

Event Mame

Completed
Actve

Manager Approval

Start Dale

Nedum SA2015 100446 AM

Wedum 5/4/2015 1000447 AM
Cestinaton
K2:DENALLEOBOE

Active

4. | FAnish Cale

Duration Expected

Duration
FA2M S 10:04:47 AM Ooroorooon Q0000000
030056:54 00000000

Fricrity
Medium 54205 1000448 AM

i. Using the green Previous arrow, make your way back to the Overview Instances landing page.
(This is the page that lists all of the Process Instances for the Leave Request Workflow Process.)
Click on any Process Instance that shows an Active Status.

In the Process Instance we selected, we can see that the first system task (Set Status Submitted) has completed.

The next task, Manager Approval, is still waiting to be actioned. If we click on the Manager Approval title to view
the details, we can see that Bob is the Destination user and the Duration is in excess of 3 days.

03005612

STEP 3 REVIEW

One last feature to mention that is very useful is the ability to Export reports into Excel or as a PDF file. If using
Excel, this would allow you to compile reports from multiple Processes into one worksheet. It also creates a format
that you can easily share with others. Most Standard Reports can be exported to Excel and PDF file formats.

We have just reviewed the details for a Process Instance that has been completed. In the next few steps, we will
look at a Process Instance that is still Active. This will tell us what event or step the workflow is currently on, and
how long it's been there.
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In this step, we explored the Process Overview Report and learned how we can drill down into Process Instances and
Activity Instances to get a very complete picture of the workflow and its status. The Process Overview landing page
gives a high-level view of each Process Instance, displaying the current Status (Active, Completed in our example),
the Starting date and Finish date (if Completed) and the Duration. With this report, we are able to drill down into the
Activity Instances to view the status of each event, or step, within the workflow Process. Using the Audit feature, we
can determine if any additional steps occurred, such as a task being redirected.

Viewing an Active Process Instance shows us the current event or step for the Process.

We can also export report content to Excel or as a PDF file, for distribution or for further compiling report data.

Step 4: The User Performance Report

The User Performance Report shows either the number of instances or the duration for a single Activity Instance of a
Process, per user. This report can be useful for determining work load or training needs, if a user consistently takes
longer to complete the same task compared to other users. An example might be a Help Desk scenario, where
requests are submitted by users, and assigned to a group of Help Desk staff. This report would tell you who is respond-
ing to the most requests, or who is taking a longer than expected time to resolve requests. This report displays in a

graphical format.

Step 4 Tasks

In this step, we want to generate two versions of the User Performance Report.

1. The first report will display how long (on average) it takes users to complete the Manager Approval
task.

User Performance for Workflows\Leave Request Workflow on Manager Approval
Friday, May 01, 2015 - Thursday, May 07, 2015

K2:DEMNALLIX\WONNO

K2:DENALLIX\BOB

User

K2:DENALLXX\ADMINISTRATOR

0 1 2 3 -+

Average Duration (Minutes)

2. The second report should display the number of Manager Approval tasks each user has com-
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pleted within a week's time frame.

User Performance for Workflows\Leave Request Workflow on Manager Approval
Friday, May 01, 2015 - Thursday, May 07, 2015

I K2:DENALLDOADMI...
I K2:DENALLIX\BOB
I K2 DENALLIX\JONNO

Step 4 Walkthrough

For our first report, we want to see how long (on average) it takes our users to complete the Manager Approval task.

a. Click on the User Performance Report. On the landing page, click the Leave Request Workflow
Process. The default chart opens. Open the Report Configuration editor and make the following set-
tings:

Activity: Manager Approval

Date Range: Last 7 Days (or any range that would contain completed Processes)
Value Type: Average Duration

Chart Type: Bar (or any chart type you prefer)

Report Configuration

Hease configure the settings for this report. These settings are persisted per user per report.

Parameters Filters Seftings

Activity: [Manager Approval [v]

Date Range: [Cast7 Days v

From [( 15/05/07 m To [z 15/05/07 m

Value Type: (® Average Duration () Num ber of Instances
Chart Type: |Bar |v] #Iview 3D

After the report is generated, we can see a comparison of the Manager Approval task average times for three
users. Points we might consider are:

Workload consistency between users

Acceptable completion times versus unacceptable completion times (is there a standard?)
User training for completing the task

Escalations (reminders, redirection, etc.) for the task
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User

User Performance for Workflows\Leave Request Workflow on Manager Approval

Friday, May 01, 2015 - Thursday, May 07, 2015

K2:DENALLIXWONNO

K2:DENALLIX\BOB

K2:DENALLEX\ADMINISTRATOR

0 1 2 3

Average Duration (Minutes)

Activity:

Report Configuration

Parameters Fillers Settings

Date Range:

Value Type:

Chart Type:

b. Once again, open the Report Configuration editor. Change the Value Type to Number of
Instances. For this chart, we are going to use a Pie Chart Type, in 3D format.

Hease configure the settings for this report These settings are persisted per user per report.

| Manager Approval |
|Last 7 Days v]
From I 150507 r@ To | 150507 r@

() Average Duration (® Num ber of Instances

[Re ™ ™| Mlview 3D

m Why is one user completing more tasks than the others? Is this a performance issue or a train-
ing issue? Do the other users have workloads that are preventing them from taking ownership
of tasks?

For the next report, we want to see how the workload is spread out among the three users. This report will tell us
the number of Manager Approval tasks each user has completed within a given time frame.

The report is generated and we can view the distribution of Manager Approval tasks for our three users. Let's con-
sider chart below using the Help Desk scenario where requests are assigned to a group of Help Desk staff, who in
turn take ownership of tasks and complete them. Now we might want to consider:
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User Performance for Workflows\Leave Request Workflow on Manager Approval
Friday, May 01, 2015 - Thursday, May 07, 2015

I K2:DENALLIXVADMI ...
I K2:DENALLIX\BOB
I K2 DENALLIXAJONNO

STEP 4 REVIEW

The User Performance report gives us an overview of task assignments and user volume performance. In the real
world, this report would be a starting point for analyzing a number of workplace factors including workload, training
(knowledge), performance, time management, etc.

This concludes Part 1: K2 Workspace. When you are ready, continue on to Part 2: View Flow, working with the View
Flow Report.

The View Flow Report

In the Reporting in K2 Workspace exercise, we worked with the Process Overview report and observed how you can
drill down into the Activity Instance details in a linear fashion. In this tutorial, we will see how this same information can
be displayed in a flowchart format by using the View Flow Report. First, we'll take a tour of the View Flow Report, then
we will action the Active Leave Request Workflow Process and observe the View Flow chart as it updates in almost real-
time.

Note
This tutorial picks up from the Reporting in K2 Workspace tutorial. Be sure to complete that tutorial before con-

tinuing.

Step 5: Comparing View Flow results with the Process Overview Report
In this step, we will compare the View Flow results with the Completed Leave Request Workflow Process we observed
in Step 3 of Part 1.

Step 5 Tasks

1. Open the View Flow Report for the same completed Leave Request Workflow Process Instance
that you used for the Process Overview Report steps in Part 1.

2. Observe how the workflow is visually presented, and that you can see the paths/decisions that the
workflow followed.

3. Open the Process Summary details (double-click the Start button) and observe how the same
information found in the Process Overview Report is presented in the View Flow Process Sum-
mary.

4. Open the Manager Approval Activity Summary details and again, observe how the Process Over-
view Report details are presented in the View Flow format.

Step 5 Walkthrough

a. Click on the Process Overview Report to open it. Click on the Leave Request Workflow Process to
expose the Process Instances. Each Process Instance has a View Flow icon to the left of the Process
Folio title. Each Process Instance can be viewed in View Flow format. Click the View Flow icon that is
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associated with the Completed Process Instance that you worked with in Part 1.

Process Folio originator Priority 4 | Finish Date Duration
E K2smarfforms Tranng K2 DENALLXVADMNISTRATO  Completed Medium Y2013 95516 AM 542015 100241 AM 00:00:0725
R
E] May Vacalion Request | K2DENALLKVADMNISTRATO  Completed Medium 42015 95920 AM S5/4/2015 100240 AM 00:00:03:21
R
@ On-ine training - Appit K2 DENALLIK\BLAKE Active Medium S420M5 10:04:46 AM 03:04:33:02
& Travel Time for K2 DENALLEWCCO Completed Medium 4205 10:0546 AM 542015 10:5210 AM 00:00: 46224
Corporate Meeting
@& June Vacation K2 DENALLIANTHONY Completed Medum FA201510:06:14 AM 5/4/2015 1020958 AM 00:00:03:44
@] K2 Reporting Training K2 DENALLADMNISTRATO  Completed Medium 5205 90404 AM 5i5/2015 90540 AM 00000135
R
@ Meeting in Chicago K2 DENALLIKWANTHONY Completed Medium 562015 11240103 AM 5162015 11:4212 AM 00:00:02:09

The View Flow Report opens. One difference between the Process Overview report and the View Flow report is
that we can see at a glance what 'paths’ the workflow took by following the green lines. We see that the outcome
for the Manager Approval task was Approved and that after updating the Status and sending an email to the ori-
ginator, the workflow was complete. (The red lines indicate the workflow outcomes that were notfollowed.) What
we don't see, is who made the Approved decision, and we'll explore that next.

Continuel | -

Set Status Ap... Email Criginat...

Continue ,

Rejected F} Continue

Set Status Su... Manager Appr... Set Status Rej... Email Criginat...

Rework Canceled -
':'rlﬂ

Rework Reque... Set Status Ca...

Resubmitted

b. Double-click the Start button to open the Process Summary. (A above) Here we find basic details regarding this
Process Instance. We can see the Start and Finish Dates and the Duration. We also can see that Anthony was the
form originator and we see the Folio name.
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Process Summary

Overview Process Data

Name: Leave Request Workflow
Description:

Version: 2

Status: Completed

Start Date: 5/6/2015 11:40:03 AM
Finish Date: 5/6/2015 11:42:12 AM
Running Duration: 00:00:02:09
Originator: Anthony

Folio: Meeting in Chicago

Compare the View Flow details with the Process Overview Report.

Process Folio originator Priority 4 | Finish Date Duration
E K2smarfforms Tranng K2 DENALLXVADMNISTRATO  Completed Medium Y2013 95516 AM 542015 100241 AM 00:00:0725
R
F K< Reporting Traning K2 OENALLEADMNISTRATO  Compieted wiedium S52m5 90404 AM SI52015 90540 AM Ok N335
B
E Meeting in Chicago F2 DEMALLDOANTHONY Completed Medum SE2015 114003 AM 562015 114212 AM 0000:02:09 I

Exit the Process Summary screen to continue.

c. Double-click the Manager Approval task to open its details. On the Overview screen, we have

details including the task Start and Finish Dates, as well as the Outcome (Approved).

Activity Summary (Manager Approval)

Overview  Participants = Process Data
Name: -Manager Approval
Description:

Status: Completed

Start Date: 5/6/2015 11:40:11 AM
Finish Date: 5/6/2015 11:42:06 AM
Running Duration: 00:00:01:55
Qutcome: Approved
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d. Click the Participants tab. Now we can see that administrator (this is the same as Denallix Administrator)
approved the request.
Activity Summary (Manager Approval)

Overview Participants Process Data

User Date Started Date Finished Status Action

:’:E administrator 5/6/2015 11:41:45 AM 5/6/2015 11:42:05 AM Completed Approved

Compare this information with the details found in the Process Overview Report.

Event Mame Cestination Fricrity Slar Dale . | Fnish Cake Duration
Manager Approval mm LLEGACMINSTRA Completed Medium 605114013 AM 562015 11:42:05 AM 0000052

Recall that we observed the Audit trail in the Process Overview Report. In View Flow, Audit details are not avail-
able.

L1 oata [ 5ot Data &3 XML Dafa WSt et Gyoetasvdt | [Savae | |

ger Approval H2CENALLIGADMINSTRA | (opieted | Medum | 56201511401 PAM | 562015 11:4205AM | 00:00.01:52

| User Name

Audt Descripion
Worklist item Manager Approval redirected from K2:DENALLIX'BOB 1o K2 DENALLECADMNISTRA TOR 5612015 11:41:46 AM
12 DEMA LLIX W dminis trator

| Event anager Approval finished K2SERVER 5612015 11:42.05 AM

e. Exitthe Activity Summary screen.
STEP 5 REVIEW

The View Flow Report provides the same details as the Process Overview Report with some minor exceptions (for
example, the Audit trail). While the details are largely the same, the presentation and navigation is what sets these
two reports apart. The View Flow offers a clear vision of the entire Process Instance (start to finish) on one screen.
With very few clicks, you have the same Process and Activity Instance details as you do with the Process Overview
Report. In the next step, we will see the fundamental difference between the two reports, as we observe the View
Flow report update in almost real-time.

Step 6: Observe a Process Instance in real time through the View Flow chart

In this step, we will observe a workflow in progress and how the View Flow Report updates in almost real time. This fea-
ture can be very useful for troubleshooting as you are able to view the path the workflow is taking and events as they
are occurring. For this step, we will first action a Process Instance that has an Active Status. We will then return to the
View Flow chart and confirm the outcome path corresponds with the action taken.

Step 6 Tasks

1. Open a View Flow Report for a Process Instance that has an Active Status. Observe how the
chart has a green line up to the Manager Approval step.

2. Open Outlook for the destination user assigned to the Manager Approval task.

3. Position Outlook and the View Flow screen so that they are side-by-side. Using SmartActions,
action the Leave Request from the manager's Outlook. (SmartActions simply require you to Reply
to the task notification email, entering one of the outcome actions in the email message body. K2
will 'read' the action and continue the workflow accordingly.)

4. Observe the View Flow chart and how it updates automatically with the action outcome entered.

Step 6 Walkthrough

a. Openthe Process Overview Reports, then the Leave Request Workflow Process. Click the View
Flow icon for a Process Instance that has an Active Status. (If you do not have any Process
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Instances that are active, you will need to submit a new Leave Request Form to create a new, active
Process Instance.)
Process Folio Originator Status Priority

£] K2smartforms Traning = KZDENALLMWADMNISTRATO  Completed Medium
R

7] K2 Reporting Training KZDENALLIOWADMMISTRATO  Completed | Medium
R

£] Meeting in Chicago K2 DENALLKVANTHONY Completed  Medium
@ Meeting in Denver K2 DENALLX\ADMNISTRATO Medim
R

Your View Flow Report should look similar to the image below. Notice the green line flows through the system task
(Set Status), then stops at the Manager Approval task. This is telling you that the workflow is currently waiting for
the Manager Approval task to be actioned. In the next step, we are going to action this request, then observe the
View Flow Report update itself.

Approved E Continuel
o

Set Status Ap... Email Originat...
Start T Continue | :ﬁ Rejected F} Continue
————— _— -0
!] e !]
Set Status Su... Manager Appr... Set Status Rej... Email Originat...

Rework ':g Canceled

U

Rework Reque... Set Status Ca...

Resubmitted

b. Since the Leave Request Workflows were submitted by us (Denallix Administrator), we need to open
Administrator's manager's Outlook (who is Jonno). Click the User Shortcuts link in the lower right
corner of your screen. Expand the Legal folder, then click on Outlook (Jonno). (Jonno's Outlook will
launch. This may take a minute or two. If you get a dialog about CRM syncing, let it complete, then
click OK. If you get a dialog about licensing, click Close to continue.)

E.J Outlock (Daniel)
& Outlock (Debbie

& Outlock (Eric) Finance b
8 Outlook (loe) Headquarters ¥
Outleck (Jenna) Human Resources b
& Outlook (Richard) |, Legal
Operations [
Sales b
@ 125% - Distributors b
Partners b
Regional Offices 3
» 8:28 AM
User Shorteuts | | « fE SoEe

Before you action the request, adjust your View Flow Report screen and Outlook screen so that they are side-by-
side. The View Flow Report can update very quickly (depending on your environment) after we action the request
in Outlook. With the screens side-by-side, you will be able to see the View Flow update.
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s Dear Sent: Friday, May 8, 2015 %05 a8
x To: Jonathan King
= 4 Mondsy Suhject: Leave Request Submtted:
: K2 Menting in Denver
= Leav. Mon BeSd
2 Ttar
=
L 2 Dear lonathan King,
| E""I‘— o 1000 A Leave Request hag bean
o submitted and now requires a
K2 decisian by you. Please review the
- Follawing details, then reply to this
| L':‘_ Lallosss emiall with cne of the decision =
§, Sometwooe Fare S an et @ rs
Mail Denallix Calendar People --

We are going to action the Leave Request using a technology called SmartActions. SmartActions allow the user to
action a task by simply replying to the email, then entering one of the action options as the message body. K2 will

'read' the action and move the workflow along accordingly.

c. Reply to the email with either Approved or Rejected as the message body. Click Send, then observe
the View Flow Report update. (The timing for the update will vary, depending on your environment.)

7 PopOut X Discard
To... K2 Service
= -
Cc...
Send
Subject
Approved
From: K2 Service
Sent: Wednesday, May 6, 2015 11:40 AM

RE: Leave Request Submitted: Meeting in Chicago

The View Flow Report after it has updated.
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Approved Continuel t ;

Set Status Ap...

Email Originat...

Re;ected N

!l_ﬁ | Continue '>T<

Manager Appr... Set Status Re;

Set Status Su...

Email Originat...

Rework m Canceled @
. [ [[3-

Rework Reque...

Set Status Ca...

Resubmitted

STEP 6 REVIEW

|In this step, we observed in real-time how the View Flow Report updates after a task has been processed. In our
example, we actioned a Leave Request using SmartActions. This report can be useful for troubleshooting as you can
observe the system and user tasks as they are processed, giving you immediate feedback as to your workflow's effi-
ciency.

This concludes the View Flow Reports tutorial.
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Part 2: Custom reporting in K2

—»

Video

PART 2
Custom reporting in K2

v What custom reporting options are available in K2
v Optional hands-on exercise: creating a custom report in K2 Workspace
v Using third-party tools to build custom reports against K2 data

¥ Optional hands-on exercise: using Microsoft Excel to create a custom report
against workflow reporting data

In Part 2 we will look at the custom reporting options that are available in K2: what tools K2 provides for building custom
reports (followed by an optional exercise to build a custom report in K2 Workspace) and how to use third-party tools to
build custom reports against K2 data (followed by an optional exercise to build a custom report with Microsoft Excel).

Note
If your organization will not be utilizing any custom reporting on K2, you may skip Part 2 of this course module.
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EXERCISE 2: Building custom reports in K2 Workspace (Optional)

EXERCISE 2: Building custom reports in K2
Workspace (Optional)

= Scenario: Build a custom report in K2 Workspace that uses
Workflow Reporting data

= Exercise:

= Part 1: Exploring the available Workflow Reporting SmartObjects
H = Part 2: Build a custom report in Workspace to output Leave Requests

\3 20 mins

In this exercise, you will use the Report Designer in K2 Workspace to build a simple tabular report of workflow reporting
data. There are two parts to this exercise. In Part 1, you will use the SmartObject Service Tester utility to explore the
available workflow reporting SmartObjects. In Part 2, you will use the Report Designer in K2 Workspace to build a cus-

tom tabular report of workflow reporting data to output all of the activities for each instance of the Leave Request work-
flow.

Note
This exercise assumes that you have completed the Leave Request Approval application from the 7100BHX: Intro-
duction to K2 Applications with K2 Designerlearning module. If you have not, you can follow the same steps to

build custom reports against another workflow in your environment, but the report data and screenshots will look
different.

Ultimately, we will be producing a report like the one below. This report lists the instances of the Leave Request
Approval workflow and the activities in those instances. Although the data in this report may not be that compelling, the
principles of how you build a custom report are the same regardless of the SmartObject being used.

Repoft View er >> Open Leave Requests

Repart Options
i 4 ofl b Pl :Seieuarnrmat V.I:-q:.'i = |
Activity Name Date Started Current Event Status of Event Destination Originator

On-ine training - Appit
Manager Approval SMR015 1000447 AW Manager Approval Active K2 DEMALLIXBOB K2 DENALLIXBlake
Manager Approval SM42015 10:04:47 AM Set Status Submitied Evend Completed K2 Server K2 DENAL LIXBiake
July Vacation
Manages Approval SM1R20159:47 51 AW Marager Appeoval A K2 DEMALLIXJONND K2 DENAL LIXAdminisieatar
Manages Approval SM1R0IS 94751 AN Sel Sutis Submitied Event Completed K25erved K2 DENAL LIXADminisiratas
K2 smartforms Training
Manager Approval 512015 54826 AW Manager Approval Active K2 DENALLIXEOE K2 DENALLIXAnRony
Manager Approval SA12015 Ge48-26 AW Set Saws Submitied Event Completed HaServer K2 DENALLIXANMony

When you are ready, continue on to the Exploring the Workflow Reporting SmartObjects exercise to learn what work-
flow reporting SmartObjects are available, and then continue with the Building custom reports in K2 Workspace exer-
cise to build a custom report with K2 Workspace.
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Exploring the Workflow Reporting SmartObjects

K2 Reports are exposed as Workflow Reporting SmartObjects that are installed by default in K2 blackpearl install-
ations. Because they are SmartObjects, they can be used in multiple places, including Standard and Custom Reports.
The same permissions required for Standard Reports are also required for Custom Reports. At a minimum, users
require Start and View rights for Processes they wish to report on. Users with K2 Server Admin rights have full-control

over reporting tools.

Note
The steps and screenshots in this tutorial are based on the Leave Approval (Extended Version) application. You

can, however, use these same steps and instructions to report on other workflows in your K2 environment

Step 1: View the Workflow Reporting SmartObjects using SmartObject Tester

In this step, we are going to open the SmartObject Tester and observe the structure of the Workflow Reporting
SmartObjects.

Step 1 Tasks

1. Launch the SmartObject Tester tool.

("C:\Program Files (x86)\K2 blackpear\Bin\SmartObject Service Tester.exe")

2. Navigate to the Process Overview SmartObject found under the Workflow Reports > Workflow
General nodes. Execute the Process Overview SmartObject and observe the results returned.
(Make a note of one of the Process Names that are returned.)

3. Execute the Process Instance SmartObject using the Process Name noted above as the Pro-
cess Name parameter. Observe the results returned.

Step 1 Walkthrough
a. Launch the SmartObject Tester tool.
("C:\Program Files (x86)\K2 blackpearl\Bin\SmartObject Service Tester.exe")
b. Expand SmartObject Explorer >Workflow Reports > Workflow General > Process Overview.

The Process Overview SmartObject is the basis for the Process Overview Report we worked with in the Standard
Reports tutorial. Notice the SmartObject Properties that are the Report columns. The Process Overview Report is
simply a representation of the objects found in its SmartObject. Notice too, this SmartObject has an Association

called Process Instance Overview. If we look at the Association properties, we see that the referenced SmartOb-

jectis Process Instance.

=k Process Overview
Sl Properties Process Overview SmartObject
P& ;!J Process Set ID
§ -*.ﬂ Folder
== Number Of Instances P T
%5 Average Duration Process Name Average Duration
1] Include Deleted Status | Leave Request Workflow Woarkflow s 001100019
=) Methods Sales Orders Process Sakes Orders 06:20:41°32
K List
L= iy Schedule Appontment OC test 1 00:00:0022
-—.— = Process Instance Overview

Expand the Process Instance SmartObject. In the Process Overview Report > Process Instances view, we now
see the SmartObject Properties as object (columns) for this report.
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b Process Instance
=i Properties
L4 Process Set ID

Process Instance D )
Process Name Process Instance SmartObject

Folder

Folio
Start Date
Finish Date

ong'nagf Process Folio Originator Status | Prienity Start Date & | Finish Date

*,
L

Duration
Priority
Include Deleted Status
View Flow

+-1 ) Methods

#-1..y Associations

EEEEEETRERE

@

Status Al K2smartforms Tranng  KZDENALLKOADMNESTRATO  Completed Mizdum SA2M5TI516 AM S5 100241 AM 0000725
R

(Al May Vacakon Requesi  KZDENALLKOADMMNSTRATO  Completed Mizdurmn S42015 95920 AM SA2015 100240 AM 000000321

Now we will demonstrate the SmartObject actually retrieving report data from the K2 database.

c. Right-click the Process Overview SmartObject and select Execute SmartObject.

= Woddlow Raports
ik Weekdlow General

il Activiy Dsta

Fd Activity Instance

1M Activity Instance Destination

=W Activty Siet Data

®-ba Activity Slot

#

Execute SmartObject
ADO CQuery

Jein SmanObject

Refresh SmantObject

T L

d. Click the Execute button. Notice the Results that are returned at the bottom of the screen. All of the
deployed Processes (workflows) are listed. Notice the Leave Request Workflow Process and in par-
ticular, the Process Set ID (3) for the Leave Request Workflow. In the next step, we will Execute the
Process Instance SmartObject, with the Leave Request Workflow as a parameter. EXit the Execute

SmartObject screen.

Execute SmartObject: ‘Process Overview' Method: ‘List’ SHET
File  View
b Execute #]View Xml 2] Refresh SmartObject
Information
SmartObject Name: Process Overview
Method to Execute: [E v| || Exacule I

P
[ T P F ol i~ 0~ _3 >

4 Resuits P

List Resuts /
|§ M 41 of3| b M

Process Set ID Process Name Folder Number Of Instances Average Duration
Schecuie Appoiniment | DC st |'- 2
2 Sales Orders Process Sales Oeders |l 506086
3 e— |Leave Request Workfiow | Workfiows |3 41085
Execution Time: 0.2343%02 seconds

e. Right-click the Process Instance SmartObject and select Execute SmartObject. Enter the following

parameter for the Process Name:

K2 blackpearl Core

Page 140 of 332




Leave Request Workflow
(Or, any of the other Process Names that you observed in the previous step.) Click Execute.

Now the results display all of the Process Instances for the Leave Request Workflow Process. Notice again, the

Process Set ID is the same for each record, and for the Process Overview we executed in the previous step. The
Process Set ID is the common factor between both sets of records and is how they are associated with each other.

If you are familiar with queries and JOIN statements, the associated SmartObject concept should be relatively
straightforward. If you are not familiar, just know that K2 reports are actually the contents of the Workflow Report-
ing SmartObjects that are associated with each other to create a parent/child set of records.

s Instance' Method: ‘List'
File  View

i b Execute ] View Xml [f] Refresh SmartObject
Information
SmartObject Name: Process Instance

: )( Clear Values g Generate Data
Process Set ID ( Number )
| Process Instance ID ( Number )

IPmNane[Tad]
| Toider (Ted)

Folder Folio Start Date: Finish Date
|Leave Request Workflow Workfiows | K2 smanforms Traming | S4/2015 855 AM | 5/4/201510:02 AM
| Leave Request Workfiow Workfiows | May Vacation Request S4/20158:59AM | 5472015 10:02AM
| - -

am N N

I N

Execution Time: 0.7344233 seconds

f. Exitthe Execute SmartObject screen. Exit the SmartObject Tester.
STEP 1 REVIEW
|In this step we demonstrated how K2 reports are actually just an execution of Workflow Reporting SmartObjects. The
SmartObject Tester allows us to see the properties, methods and associations for the SmartObjects. The parent/child

relationships that are formed from the associations translate into the Standard Report drill-down functionality. For
Custom Reports, we will pull properties from several associated SmartObjects to build our report.

This concludes exploring the Reporting SmartObijects tutorial. .

Building custom reports in K2 Workspace

In the Standard Reports tutorial, we explored the out-of-the-box reports available with K2 blackpearl installations. In
this tutorial, we will look at the Report Designer in K2 Workspace and build our own custom report. This report will be
based off of the Activity Instance SmartObject (you can refer back to the Exploring the Workflow Reporting SmartOb-
jects to learn more about the available reporting SmartObjects). This SmartObject has a number of associations that
allow for a report that's flexible with a wide variety of reporting options.
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Note
The steps and screenshots in this tutorial are based on the Leave Approval (Extended Version) application. You

can, however, use these same steps and instructions to report on other workflows in your K2 environment

Step 1: Create a Custom Report with Report Designer
In this step, we will create a custom report, choosing our fields from the Reporting SmartObjects. We will customize the
report layout, rename the column titles, add two filters and change the font style.

Step 1 Tasks

1. Using Report Designer in K2 Workspace, create a custom Summary report and name it
Open Leave Requests.

2. Select Workflow Reports > Workflow General > Activity Instance as the Primary Data Source.

3. After the Activity Instance SmartObject has been added, adjust the Related Data properties as fol-
lows:

m Forthe Activity Instance SmartObject, CHECK (only) the following properties:
= Activity Name, Start Date, Status

m | ocate the Event Instance SmartObject and CHECK the following properties:
= Destination, Event Name, Status

m Locate the Process Instance SmartObject and CHECK the following properties:
= Folio, Originator, Process Name

4. Add the following data source properties for the report Columns:
m Activity Instance > Activity Name, Activity Instance > Start Date
= Event Instance > Event Name, Event Instance > Status, Event Instance > Destination
m Process Instance > Originator
5. Rename each column with user-friendly names. Use the names below as an option.
m Activity Name > Date Started > Current Event > Status of Event > Destination > Ori-
ginator

6. Group the report content by the Folio.

7. Add two Filters. The first should be the Process Name (Equals)
Leave Request Workflow
then the Activity Instance Status (Equals)
Active
8. Editthe "Group By' style so that the Font s larger, bold and a different color.

9. View the Report, then Export the report content to Excel.

Step 1 Walkthrough

a. Launch K2 Workspace (Start > All Programs > K2 blackpearl > K2 blackpearl Workspace). Open
the Report Designer.

ind Reports Management| Mogfication Ew

_] ReportDesigner
Report Designer
ST [ PR ) T4 T I

b. When the Report Designer loads, click the Create Report button found in the lower right corner of the
screen.

c. Onthe Report info and type screen, Name the report

Open Leave Requests
then select the Summary Reports option. Click Next.
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Create Report

W Report info and type
Select a report type fromthe st below . Each report type represents data in a different w ay.
MName IOpen Leave Requests I x
Description
~
W
Report Type
Tabular Reports Summary Reports Matrix Reports
Tabular reports are Summary reports listyour IMalrix reports ist summaries
the simplest and data w ith sublotals and of your data in a grid against
fastestw ay tolst other summary both horizontal and vertical
your data. information. criteria

Reports are built from SmartObjects, or data sources. Notice the left column that shows all of the Primary Data
Source options available. We are going to build our report from the Activity Instance data source, but you could
build a report based off of the Leave Request SmartObject, found under the K2 Learning category if you wanted
to. Notice too, that the reporting data source options are identical to what we observed with the SmartObject
Tester.

d. Scroll to the bottom of the data source options and expand the Workflow Reports category, then
Workflow General. Click the Activity Instance SmartObject to add it to the Related Data pane.

Primary Data Source Related Data
= 3 Workflow Reports |l [] Activity Data

= 3 Workflow General B Activity Instance
2] Activity Data Activity Instance ID
Activty Name
g Adf'.jwlnslanoe Duralion
&] Adtivity Instance Destinafion Expected Duration
5] Activity Slot Data Finish Date
2] Adtivity Slot XML Y Priority

8okt Process Instance 1D

Scroll through the Related Data pane and notice how K2 has added a number of SmartObjects in addition to the
Activity Instance SmartObject. These are all associated SmartObjects of Activity Instance. These associations
allow you a great deal of flexibility in building your custom report. Notice too, how K2 has automatically selected
every property in the Activity Instance SmartObject by default. We are going to adjust which properties we want,
plus we are going to add a few other properties found in associated SmartObjects. Behind the scenes, K2 takes
care of the SmartObject associations, allowing us to choose any property found in the Related Data SmartObjects
for our report.
e. Forthe Activity Instance SmartObject, CHECK (only) the following properties:
m Activity Name, Start Date, Status
f. Locate the Event Instance SmartObject and CHECK the following properties:
m Destination, Event Name, Status
g. Locate the Process Instance SmartObject and CHECK the following properties:
= Folio, Originator, Process Name

Your Related Data selections should reflect the image below. Click Next to continue.
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h

ji

= Activity Instance

[J Activity Instance ID
Activity Name

E Duration g Event Instance
Expected Durat -
[J Finish Date [ Activity Instance ID
] Priority [J Activity Name
[] Process Instand Destination
Start Date ] Duration
Status Event Name
=[] Processinstance g Eiqis: e
, riority
i
Df’"_atlm [ Process Instance ID
[7] Finish Date EJ Start Date
O Folder &
Status
Folio
Originator
[ Priority

] Process Instance ID
Process Name

[ Process Set ID

[] start Date

[] status

[ View Flow

On the Data layout: Report columns screen, we are going to add the SmartObject properties that we want for
our report columns. We will simply drag and drop the properties onto the design canvas, then rename the column
titles so that they are user friendly.

. Expand the Activity Instance SmartObject, then drag the Activity Name into the first column

(DROP HERE) box. After you drop the property into its place, notice that new column box appears.

&y Data layout: Report colum ns

Drag data fields, on keft, and drop them on the right in the highlighted spaces.

Report Data Activity_Instance Activity
= Activity Instance Hams
[Activity Name) g (o) J
Start Date
Status

# Event Instance
4 Process Instance

Continue dragging properties until you have all of the following properties represented as columns in
your report:

m Activity Instance > Activity Name, Activity Instance > Start Date

= Event Instance > Event Name, Event Instance > Status, Event Instance >
Destination

= Process Instance > Originator
Notice the column names are not user friendly. In this next step, we will take a minute to edit each column name so
that they are in a format that is easy to read and understand.

Double-click the first column name (Activity_Instance.Activity Name) and using your keyboard
Delete button, delete the default name. When the name is deleted, enter
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Activity Name
in its place.

ﬂ;:;xg S?:rtzd Event_lnstance.status Event_Ins

report:

Click Next to continue.

DROP HERE box on the design canvas. Click Next to continue.

k. Repeat this process for each of the column titles until you have the following column titles for your

Activity Name > Date Started > Current Event > Status of Event > Destination > Originator

I. Onthe Data layout: Row Grouping screen, drag the Process Instance > Folio property into the

&) Data layout: Row Grouping

Drag data fieids, on left, and drop them on the right in the highlighted spaces.

[Foo | @

Originator
Process Name

of D

Rapot e Activity Date Current Staus
4 Activity Instance Name Started Ewvent Event
4 Event Instance A :

= Process Instance Group By: Process_Instance. Folio

m. We will not have any Summary Filters for this report, so click Next.

Leave Request Workflow

the default (Equal) Operator and for the Value, enter
Active
Click Next to continue.

n. On the Filter the data screen, expand the Process Instance category and drag the Process Name
property into the DROP HERE Field box. Leave the Operator with its default Equal value, then enter

for the Value. (You may have to scroll to the right depending on your screen size.)
0. Add a second filter by dragging the Activity Instance > Status property into the second line. Keep

4 Event Instance
Filter Conditions
= Process Instance

Folio | [1 V(B8 0ANDORNOT v Validate Fiter

Originator
y n
W
Search report data | EY

Report Data Flters
= Activity Instance Fieid | Operator | vaue | Operator | Value
Activity Name o lll
Start Dat 1/Process Name ||Equal W |Leave Request Workflow
art Date . =
v et
Status 2_§latus Equal |Achu;

p. There are no Parameters for this report, so click Next to continue.

Now, we are going to group our report results by the Folio. Recall that the Folio is the Leave Request Title (that the
form originator entered). This will group all of the Activity Instance results under their Folio name.

At this point, our report will return all Activity Instance data that has been saved to the K2 database. We just want
to see the data from the Leave Request Workflow Activity Instances, and we only want to see the data from Activ-
ity Instances that are still Active. To achieve this, we will apply two filters to our report.
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The final adjustment we want to make for our report is to edit the Group By: Process_Instance Folio font so that it
stands out and is easier to read.

g. Onthe Style your report screen, click the Group By title to highlight it. Then adjust the Font size to
11pt, make the Font weight bold, then change the Font color to dark red. Click Next to continue.

) Style your report (optional)

Customize the look of your report by applying styles to the fonts, and set column options.

Arial -11v|n|1g A'|§|§§l_~2*|j‘

Activity Status of

Date Started Current Event Destination Originator
Name Event
| Group By: Process_Instance.Folio |
0000000000000 1999/01/01 300000000000 000000000000 J000000000000C 000000000000

We are now ready to view our Custom Report. On the Finish screen, click the View my report link to
run the report.

._‘

IFinish

Thank you Y our report has completed successfuly.

|want to

View my report
Qick here toview a copy of the report

Q

Design another report
Qick here to design another report
Ok Hergsm

Publish my report
Click heare to publsh my report
Qick Here

After your custom report is generated, you should see results similar to the image below. (If you do not have any
results, or very few results, consider submitting a few more Leave Request Forms (without taking any action on
them), then refresh the report by clicking the Refresh icon just right of the 'Select a format' Export option.)

Raport Viewar == Open Leave Requests

Report Options:
M 4 [ of1 kBl Select a format W) Export Refresh report

Activity Name Date Started Currant Event Status of Evant | Dastination Orlginatar
On-line training - Appit
.Manager.ﬁppn:wal BA/2015 10:04:47 AM -HanagEr.ﬁppm-ﬁI Adive ilQ'DENﬂLLIBﬂBDB K2:DEM ALLIXNBlake
Manager Approval |S/472015 10:04:47 AM |Set Satus Submitied Event Completed |K2Semer K2 DEN ALLIXBlake
July Vacation
Manager Approval EM112015 24751 AN Manager Approval Active iIQ.DENALLIXUmNO K2:DEM ALLEOAD min isdra lor
Manager Approval |51 12015 8:47:51 AM Set Status Submitted Event Completed |K2Senver K2:DEM ALLIXAdmin istratar
K2 smartforms Training
Manager Approval SN 12015 9:48:26 AM Manager Approval Adtive |KZ DENALLIXEOR K2.DEMALLIXAnSony
Manager Approval EM12015 94826 AM Set Status Submitted Event Compleled K2 8ervar K2:DEN ALL I ARSony

S. Inthe Standard Reports tutorial, we exported the Process Overview Report to Excel. You can export custom
reports as well to Excel or in a PDF file format. This allows you to combine reporting data over time, or share
reports with your users. From the Report Viewer > Open Leave Requests screen, Export this report to Excel.
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Report Viewer > Open Leave Requests

Repart Options.
M A ofl » bl TN epot (2]
Excel
Activity Name Date Started Current Event §TTroTTCtrOTIIe=  Destination Originator
On-line training - Appit
Mana A [Z] C u E F LIxBlake
Manal Activity Name Date Started Current Event Status of Event Destination Originator LIXBlake
Juivk On-line training - Appit
¥ Manager Approval | 542015 10:04:47 AM | Manager Approval Active K2 DENALLLOBOSE K2 DEMALLINEIake —
pans Manager Approval | S42015 10:04:47 AM | Sl Status Submitied Event | Completed K2Semnver KZ DEMALLINE!ake LIXAdministrator
Manal o : —_— : LixAdministratas
K2 oF July Vacation
Manaf Manager Approval | 1112015 09:47:51 AN | Manager Approval Active K2 DENALLEOUOMNG | K2 DEMALLIOASmIN|strator UXAnhony
Manal Manager Appreval | 5112015 09:47:51 AW | Sel Status Submitied Event | Completed K2Server K2 DEMALLIDOAdministrator LIXwntony
K2 smartforms Training
[ |Manager Approval | 51172015 09:48:26 AW | Manager Appraval Althve K2:DEMALLINB0OE KZDEMALLI&Ahany
Kanager Approval | 5112015 09:48:26 Al | Se1 Status Submitied Event | Completed K25erver 2 DEMALLIXWnthany

STEP 1 REVIEW

In this step, we used Report Designer to create and style a custom K2 report. We added the Activity Instance
SmartObject as the primary data source for our report, then observed how K2 automatically added any SmartObjects
that have associations with Activity Instance. Behind the scenes, K2 maintains the SmartObject associations which
allow us to simply pick from multiple SmartObject properties to add to our report. We included an option to group our
results, using the Folio as the grouping property. Adding Filters allowed us to narrow our reporting results to just one
Process and finally, we included some simple Font formatting to make our report stand out. As you build reports in
your own environment, you can save them for reuse later.
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EXERCISE 3: Building Custom Reports with Microsoft Excel (Optional)

>
EXERCISE 3: Building Custom Reports with Video

Microsoft Excel (Optional)

2= * Scenario: Use Microsoft Excel to create a custom report against
workflow reporting data
» Use a REST Web Service to retrieve the data
» These services may need to be enabled or configured in your
environment

3 20-25 mins

In this exercise, you will build a custom K2 report in Excel using PowerPivot and a Pivot Chart. (This exercise is optional
and not required if you will not use Microsoft Excel or similar third-party reporting tools.)

We will be using the SmartObject REST service endpoints to retrieve the workflow reporting data. As part of the exer-
cise you will configure (by editing a K2 configuration file) and test the service before using it in Microsoft Excel.

The resulting report will show the status for all workflows in the environment, and below is an example of the report we
will create. As with the previous exercise, even though this data may not be particularly interesting, the concepts and
principles apply equally to any other SmartObject you may wish to use as the source of reporting data.
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Dl s PowerPivot for Excel - Boakl I
“ Home Bezign Agwaniced "
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When you are ready to continue, please move on to the Building a custom report in Excel with a Data Feed, Power-
Pivot and a PivotChart exercise to start building the report.

Building a custom report in Microsoft Excel with a REST Endpoint data feed, PowerPivot table
and a PivotChart

Exporting report data into Excel can be accomplished by simply choosing the Export option in either reporting format
(Standard or Custom). The exported data is static, however. To view the most current data, a new export is necessary.
You can however, import a data feed into Excel for use in a PowerPivot table and PivotChart. This allows you to expose
current K2 data continuously.

Note
The steps and screenshots in this tutorial are based on the K2-provided virtual server image. The list of workflows

may be different in your environment. You can, however, use these same steps and instructions to report on other
workflows in your K2 environment.

Caution
To work through the steps in this tutorial, you must have a deployed process with two or more active process

instances. If you do not have any process instances started on your K2 server, you can download a sample pro-
cess, then deploy it using the K2 Package and Deployment tool. After you have deployed the process, start at
least three instances of the process from the K2 Management site. Download the sample process

= For help with downloading and deploying the sample process package, see the Administering K2: Download
and Deploy a Simple Package topic. Return to this tutorial after you have deployed the package.

m For help with starting process instances, see the Administering K2: Managing Processes and Process Instances
topic. Return to this tutorial after you have started several process instances.

Step 1: Import a Data Feed into Excel

In this step, we will generate a data feed using K2's Endpoint Service, then import that data feed into an Excel Power-
Pivot table. From the table, we will create a PivotChart. We will then update one Leave Request Process and view the
updated content in Excel.

Step 1 Tasks
1. Use the K2 services endpoints listing web page, located at http.//k2.denal-
lix.com:8888/SmartObjectServices/endpoints/endpoints.xml
to determine the URL for the Process Instance SmartObject. It should be something like:

http://k2.denallix.com:8888/SmartObjectServices/rest/Workflow Reports/Workflow General/Process
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Instance/List?$format={format}&amp;$top={top}&amp; $skip={skip}&amp/filterXmi={fil-
terXml}&amp,;ProcessinstancelD={ProcessinstancelD}

NOTE: If you get an error when trying to connect to the K2 services endpoints listing web page, try to access
the page using a secure (SSL) connection. (HTTPS://k2.denal-
lix.com:8888/SmartObjectServices/endpoints/endpoints.xml)

Note
Due to possible configuration differences between K2-provided virtual environments, the URL you need to

open could be either HTTP or HTTPS.

Caution
The name of the server used in this sample (k2.denallix.com) is based on the standard K2-provided virtual

serverimage. If you are attempting this exercise in another environment, you will probably need to adjust
the server name appropriately; check with your K2 administrator what the URL is for your K2 environment.

Note
If the URL is not found, follow the steps described in the detailed walkthrough below to enable the Rest

endpoint.

2. Change the URL parameters to retrieve all items in ATOM format, and then test the URL in Internet Explorer.
(Remember you may need to use HTTP or HTTPS.)

https://k2.denallix.com:8888/SmartObjectServices/rest/Workflow Reports/Workflow General/Process
Instance/List?$format=ATOM

3. Use this URL as the data feed for a PowerPivot table in Excel that displays the SmartObject properties for Pro-
cess Instances.

Bl S = | PowerPivot for Excel - Book | [=[=[H
Home Design Advanced -
ey [ G M Data Type : Whole Humber~  &] oo — ﬁ ¥ Autosum = | % Diagram View
h g & 2 x Ef =
Lk Formal : General = i Create KF? i#] Show Hidden
Faste Get External Refresh  FvoltTabde s Clear ANl So0t by Find Data .
<2 Data = - - 5% > WM Filters  Column = View 7% Calculation Ares

Clipboard Formatting Sort and Filter Find Caloulations Wiew

| [Procasssetin] =

ProcesssetiD_[= | ProcessName 8| Folder B| stanpate B3| FinishDate 8| originator 8| status B puration 8| pri
l 1 1 Schedule Appoi.. DCtest 3/11/20153... 3/11/2015 3:... KZ:DENALLIX... Complat... 22 Ma
O 2 2 SalesOrdersPr.. SalesOr.. 5/1/201510.. 1/1/19008:0... K2:DEMNALLIX... Active 857819 Me|
|| 3 1002 Leawve Request.. Workflows 5/4/20154:.. 5/4/20155:0... K2:DENALLIX... Complet... 445 Mel
. 3 1003 Leave Request.. Workflows 5/4/20154:.. 5/4/20155:0... K2:DENALLIX... Complet... 201 Mel
. 3 1004 Leave Request... Workflows 5/3/20155:... 1/1/19008:0... K2:DENALLIX... Error 616338 Mal
O 3 1005 Leawve Request.. Workflows 5/4/20155:... 5/4/20155:5... K2:DENALLIX... Complet... 2784 Mg
] 3 1006 Leave Request.. Workflows 5/4/20155:... 5/4/20155:0... K2:DENALLIX.. Complet... 224 Mel
. 3 2002 Leave Request.. Workflows 5/5/20154:.. 5/5/20154:0... K2:DENALLIX... Complet... 95 Mel
. 3 3002 Leave Request.. Workflows 5/6/20156:.. S5/6/20156:4... K2:DENALLIX... Complet.. 129 Mej
] 3 3003 Leave Request.. Workflows 5/8/20154:.. 5/8/20154:2.. K2:DENALLIX.. Complet... 1170 Mgl
] 3 3004 Leave Request.. Workflows 5/8/20154:.. 5/8/20154:2... KZ:DENALLIX... Complet... 119 Mg
. 3 4003 Leave Request.. Workflows 5/11/20154.. 1/1/19008:0... K2:DENALLIX... Active 12561 Ml
|| 3 4004 Leave Request.. Workflows 5/11/20154... 1/1/19008:0... K2:DENALLIX... Active 12519 Mgl

Step 1 Walkthrough

a. The first step we want to take is to test the SmartObject Services URL in a browser to confirm we
can connect to and read, K2 Endpoint Services. We also need to confirm that all of the Endpoint ser-
vices are being returned. From your browser, open a new tab and enter the following web service
URL:
http.//k2.denallix.com:8888/SmartObjectServices/endpoints/endpoints.xml
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NOTE: If you get an error when trying to connect to the K2 services endpoints listing web page, try to access the
page using a secure (SSL) connection. (HTTPS://k2.denal-
lix.com:8888/SmartObjectServices/endpoints/endpoints.xml)

Note
Due to possible configuration differences between K2-provided virtual environments, the URL you need to

open could be either HTTP or HTTPS.

Your screen should look similar to the image below.

<?xml version="1.0" 7>
- =endpaints>
- awcf-endpoints>
<endpoint =https:/ fk2.denallix.com:8888/ SmartObjectServices fwef/ Active Directory </endpoint >
<endpoint >https:/ fk2 denallix.com:88B8/ SmartObjectServices fwef /Exchange </endpoint >

<endpoint>https:/ fk2.denallix.com: 8888/ SmartObjectServices fwecf/K2_Leaming fLeave_Request/SmartObjects </endpoint >

<endpoint=hitps: f fk2.denallix.com: 8888/ SmartObjectServices fwcl/K2_Leaming/Sales_Orders fSmartObjects </endpoint >

<endpoint =https: / /k2.denallix.com:B888/ SmartObjectServices fwcf/SharePoint
2013 fclaims.denallix.com f Taxonomy </endpaint >

<endpoint =https:/ fkz.denallix.com:8888/ SmartObjectServices fwef/SharePaint
2013 fportal.denallix.com f Taxonomy <fendpoint >

<fwelf-endpoints>
- <rast-endpoints>

<andpoint >https:/ fk2.denallix.com:#888/ SmartObjectServices frest fActive Directory fAD Userf Create</endpaint>

<endpoint =https:/ fkz.denallix.com:8888f SmartObjectServices frest fActive Directory JAD UserfUpdate?Name={Name}
<fendpoint>

<endpoint =https:/ fk2 . denallix.com: 8888/ SmartObjectServices frest fActive Directory fAD Userf Disable?Name ={ Name}
<fendpoint>

<endpoint =https:/ fk2.denallix.com:8888/ SmartObjectServices frest fActive Directory fAD User/ AddToGroups?Name=
{Name }FaGroups = {Groups } </endpaint>

<endpoint >htips:/ fk2.denallix.com: 8888/ SmartObjectServices frest fActive Directory fAD User/RemoveFromGroups?
Name={Name}&Groups={ Groups} </endpaint >

<andpoint *https:/ fkZ2.denallix.com:3888/ SmartObjectServices frest fActive Directory fFAD User f Rem oveFromAllGroups 7
Name={Name}</endpoint >

<endpoint =https:/ fk2.denallix.com:8888,/ SmartObjectServices frest fActive Directory fAD Group/ Create </endpoint >

<andpoint >https: / fk2.denallix.com: 8888/ SmantObjectServices frest fActive Directory fAD Group/Update?Name=
{Name }<fendpoint >

<endpoint =https:/ /k2.denallix.com:B888/ SmartObjectServices frestfActive Directory fAD Group/Remove?Name=

Caution
The name of the server used in this sample (k2.denallix.com) is based on the standard K2-provided virtual

serverimage. If you are attempting this exercise in another environment, you will probably need to adjust the
server name appropriately; check with your K2 administrator what the URL is for your K2 environment

Tip
Consider viewing the browser content in NotePad. Copy (CTRL-C) the browser contents, then paste (CTRL-
V) them into NotePad. By turning off Word Wrap, there will be one result per line. This can be easier to read.

b. Scrollthrough the results returned and confirm the URLs contain entries for the Workflow
Reports/Workflow General processes. We are specifically looking for a URL that looks like the URL
below (remember the URL could be either HTTP or HTTPS):
https://k2.denallix.com:8888/SmartObjectServices/rest/Workflow Reports/Workflow Gen-
eral/Process Instance/List?$format={format}&$top={top}&$skip={skip}&filterXml={fil-
terXml}&ProcessinstancelD={ProcessinstancelD}

<endpont=https:f k2 denallix.com:B888/ Smart Object Services frest /SharePoint 2013 /portal.denallix.com f Taxonomy f Managed Metadataf Get Terms In
Term¥Slormat={ format }EStop={top} Rsskip={skip } &ilterXm!| ={flterXml } R TermStoreld ={ Term Storeld } BTermmSetld={ TermSetId } BParent Tern Id =
{ParentTermId} <fend point =

<end’p-ont>1|llys Hl(l dcllalllx LT EEB:EfSunaH-DhjectScntIcesfreslfshampolut 1013fyortal denallix.com fTaxonomy f Managed Metadataf Get Term Stores?

<cnd'p-oht7hllus fik2, dumlllx com: vB-BB'-BIS'munObjt.ttSLr\rlccs!rcsl!Woﬂcﬂow Rl:n-orls!Woﬂrﬂow Generl/ Process Instance /List¥Sformat={format }1&astop=
{tou}&s-sldp {:k]p}aﬁlterxml {ﬂllerxml}&l’mcas mﬂanccln {Pmcrus mﬂ.a ||ccl I:l} Qendmmt:-

{top}Esskip= {swp}aﬁlterxml {ﬂllerxml}c,fendpomt}

Note

If the URL is missing

If there is not a URL that matches the above, you will need to edit a K2 configuration file to enable the
service. The steps below explain how to edit this configuration file in the K2-provided virtual server
environment. If you are attempting this tutorial in a different environment, check with your K2 admin-
istrator or ask them to enable the services for you.
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= Navigate to the K2HostService.exe.config file located at:

"C:\Program Files (x86)\K2 blackpearl\Host Server\Bin\ K2HostServer.exe.Config"

m Back up the file prior to making any changes!

= Open the file using NotePad then search for "managedEndpoints"

m Locate the element called <smoServices> just above managedEndoints element. Scroll to the
end of the line and confirm that the server reflects "k2.denallix.com" if you are using a K2-
provided VM (or your server name if working within your own environment). Confirm the portis
"8888".

m Change the Workflow exclude attributes (there will be three of them) to "false". (We want
show the categories, not exclude them.)

Your configuration should look like the i |mage below.

¢smoServices enableEndpoints="true” enableEvent
specialCharacterfReplacement="_" scheme="https"|server="k2.denallix.com” port="g888"
serviceRoot="SmartObjectServices™»
<wef binding="wsHttpBinding” bindingConfiguration="wsHttpBinding+HTTPS" />
<rest binding="webHttpBinding" bindingConfiguration="webHttpBinding+Windows+HTTPS" />
<managedEndpoints>
<endpoints /»
<fstatic»
<excluded all="false">
<endpoints»
<l--

<endpoint categoryPath="Active Directory” excludeSubCatepories="trua" />
<andpoint categoryPath="Exchange” excludesubCatepories="true” />
--3
<endpoint categoryPath="SharePoint 29813/portal.denallix.com/Management” excludeSubCategories="false" />
<endpoint categoryPath="SharePoint 2813/claims.denallix.com/Management” excludeSubCategories="false” />
<endpoint categeryPath="CRM" excludesubCategories="true" />
<endpoint categeryPath="Task Allocation" excludeSubCategories="true" />
<endpoint categoryPath="System" excludeSubCategories="true" />
<endpoint categoryPath="Workflow" excludesubCategories="false" />
<endpoint categoryPath="Workflow Motifications” excludesubCategories="false" /»

<endpoint categoryPath="Workflow Reports” excludesubCategories="false" />
<fen pmnts>

<fexcluded>
</managedendpointss
<fsmoservicess

m Restart the K2 blackpearl Service. (Start > Administration Panel > Services)

Once we have confirmed the Process Instance Endpoint URL exists, we are ready to move on to the next step.
This URL is the basis for our data feed URL, with a minor edit.

c. Editthe URL so that it matches the example below.
https://k2.denallix.com:8888/SmartObjectServices/rest/Workflow Reports/Workflow Gen-
eral/Process Instance/List?$format=ATOM (and remove the remaining string).

d. Launch Excel. Create a new Workbook. Click the PowerPivot tab, then click Manage.

m H = c % Bookl - Excel (Product Activation Failed)

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW LOAD TEST POWERFIVOT TEAM
. — m X . I
r m| g Align Vertically Foal =) e ]
[X [F Elaanves = & =8 o

U“’Ahgn Harizontally

Calculated  KPls Addto Update Detect Seftings
Fields = - Data Model Al
Data Model Calculations Slicer Alignment Tables Relationships

e. When the Manage PowerPivot window opens, select Get External Data, then From Other Sources.
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_“ Home Design Advanced

o : Tl Data Type: ~
Tl T A | IS
= s : . Format: -
Paste Get External | Refresh  PivotTable s
| Data~ v . $-% >
Clipboard Formatti

G #[T 8

From From Data]|From Other | Existing
Database ~ Service ~ | Sources onnections

Get External Data

—h

The Connect to a Data Source Import Wizard opens. Select Other Feeds then click Next.

Other Feeds
Cieale a connection to a data feed. Impoit data from the feed.

g. Forthe Friendly connection name, enter
K2 Data Feed

then copy the URL we configured in the previous steps into the Data Feed Url field. Test the con-
nection.

Table Import Wizard EILI

Connectto a Data Feed

Enter the information required to connect to a data feed.

Friendly connection name: IKz Data Feedl

Dsts Feed Url: [Frtps:/c2 denalix com 8388/SmatObjectService: v ] | Browse.. |

|Mva|md“Tea1Cmnaﬁon|

Tip
Connection Failed

If the connect fails, click the Advanced button. Change the Include Atom Elements from Auto to True, then
test again. The connection should be successful.
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Adw Table Import Wizard Iﬂi‘
Connectto a Data Feed

-fa'esh pi{ Enter the information required to connect to a data feed.

Friendly connection name: ||.Q Data Feed

Data Feed Url: |ttps://k2 denallix com:8888/SmaObject Service: v | Browse...
| Advanced | | Test Connection |

Set Advanced Properties

Select a provider, and set the connection string properties.

e [ Microsoft Data Feed Provider v/

3=
mE
Include Expanded Entities False
Keep Alive False
Max Received Message Size 4398046511104

Click Next then Finish to complete the data feed configuration. Close the Import Wizard. You should now see
your PowerPivot table with K2 reporting data.

S [

Home Design Advanced -

LT Te= Data Type : Whole Number = ¥ Autosum ~ =7 oF Diagram View

L = ! |:h Faiemal : General = ﬂ o] Create KP1 Q ) show Higden

Paite —B E!tn?t‘l::nal R.m'nh thI-T!Ill! $-9% » *eﬂ ﬁ Cgfli;:!lci?‘:tmb:- Find \Dﬁﬁ E‘;Guumionkea

Clipboard Farmatting Sart and Filter Find Calculations View
| (Processseun] -

 ProcesssetiD ummn
. 1 1 Schedule Appoi... DCtest 3/11/20153... 3/11/2015 3:... KZ:DENALLIX... Complet... Ml
. 2 2 Sales Orders Pe.. SalesOr..  5/1/201510... 1/1/19008:0... K2:DEMALLIX... Active 857819 Mef
|| 3 1002 Leave Request.. Workflows 5/4/20154:.. 5/4/20155:0... K2:DENALLIX... Complet... 445 Mel
. 3 1003 Leave Request.. Workflows 5/4/20054:.. 5/4/20155:0... K2:DENALLIX... Complet... 201 Me]
- 3 1004 Leave Request.. Workflows 5/4/20155:.. 1/1f19008:0... K2:DEMALLIX... Error 616338 Me]
|| 3 1005 Leave Request.. Workflows 5/4/20155:.. 5/4/20155:5... KZDENALLIX... Complet... 2784 Mg
|| 3 1006 LeaveRequest.. Workflows 5/4/20155:.. 5/4/20155:0... K2:DENALLIX.. Complet... 224 Mgl
. 3 2002 Leave Request.. Workflows 5/5/20054:... 5/5/20154:0... KZ:DENALLX... Complet... 95 Mel
- 3 3002 Leave Request.. Workflows 5/6/20156:... 5/6/20156:4... KZ:DEMALLIX... Complet... 129 Megl
. 3 3003 Leave Request.. Workflows 5/8/20154:.. S5/8/20154:2... K2:DENALLIX... Complet... 1170 Me
. 3 3004 Leave Request.. Workflows 5/8/20154:.. 5/8/20154:2... K2:DENALLIX... Complet... 113 Me
| | 3 4003 Leave Request.. Workflows 5/11/20154.. 1/1/19008:0... KZDENALLIX... Active 12561 Mel
- 3 4004 Leave Request.. Workflows 5/11/20154... 1/1/19008:0... K2:DEMALLIX... Active 12519 Mef

STEP 1 REVIEW

|Using a data feed allows you to create external reports and charts using K2 data. The data feed is live, meaning that
you can simply refresh your Excel tables and charts to view current reporting content. As we configured the data feed,
we first confirmed the connection by testing the URL in a browser. Recall the data returned with the SmartObject Ser-
vices endpoint web service. Depending on the environment you are working in, K2 provides data connections to many
different types of endpoint services, including SharePoint, CRM, Workflow Reports, etc. This ability to connect to K2
data sources provides a wide range of options for retrieving and using K2 data in external applications.

Step 2: Create a PivotChart

In this step, we will create a PivotChart using the PowerPivot data returned from our data feed. This chart will display a
count of current status values for Process Instances (Active, Completed, Error, etc.) We will return to K2 Workspace
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and action one of the (Active) Leave Request Workflow Process Instances, then refresh our PivotChart to confirm the
action is displayed correctly.

Step 2 Tasks
1. Create a PivotChart from the PowerPivot table created in the previous step.

2. Configure the Status property to be the chart Legend and the ProcessName to be the chart Sum.
Make a note of the current Active and Completed values.

Count of ProcessName
10
9
B
7
] Status bt
5 M Active
4 m Completed
3 m Error
2
1
. ]
Total

3. In K2 Workspace, action one of the (Active) Leave Request Workflow Process Instances. You
can either redirect a Worklist Item to yourself and action it directly from K2 Workspace, or you can
open Outlook for the Destination user and action the request using SmartActions.

4. Return to the PivotChart and Refresh the chart Data. Confirm the Active and Complete counts are
updated to reflect the action in the previous step.

Step 2 Walkthrough

a. Stillin the PowerPivot table view, click the PivotTable button and select PivotChart.

- Data Type: 2l Y —
. HJ Format : ;-:W % . J'T
P s % > %83 | 2 Fitee conme
PivotTable Sort and Filter
PivotChart |
Chart and Table (Horizontal)
Chart and Table (Vertical) 11/2015 3:... K2:D
Two Charts (Horizontal) |/1900 8:0... K2:D

b. Select New Worksheet, then click OK.
The PivotChart we are going to configure will show the status values for all Processes. We want to see how many
Processes have Completed, how many are Active and how many are in an Error state.

c. Inthe PivotChart Fields pane, expand the List options. Drag the Status into the Legend box and the
ProcessName into the Sum box.
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PivotChart Fields v X

ACTIVE ALL
Choose fields to add to report: & - |
4 List [a
[ ] ProcessSetiD
["] ProcessinstancelD
|+ ProcessName
M1 Ealdar -
Drag fields b Nﬂshelom
T FILTERS | LEGEMD (SERIES)
: Status - ]
= AXIS (CATEG.. TVE VALUES

| Count of Proc... *

Your PivotChart should look like the image below. This data is coming directly from the PowerPivot table, which is
a data feed from K2. In the next step, we will update one of the Leave Request Process Instances, then return to
the PivotChart and refresh it. Because this is a live data feed, the change will be reflected immediately.

Make a note of number of Active Process Instances. In the chart below, this value is 3. (Your chart values are likely
to be different.) Do not exit Excel at this time, we will be returning to the PivotChart shortly.

Count of ProcessName
10
9
8
7
5 Status bt
5 W Active
4 m Completed
3 M Error
2 .
1
) I
Total

To save on time, we will redirect one of the Manager Approval Worklist Items back to ourselves (Administrator if
you are using a K2-provided VM), then action the request from K2 Workspace. If you prefer, you can still open
Outlook for the Destination User and action the request from there using SmartActions.

d. Open K2 Workspace (if it is not already open). Navigate to the Worklists category. (Management >
Management Console > K2 Server > Workflow Server > Worklists)

e. When you click on Worklists, the Worklist Filter pane will open. Enter

Leave Request
for the Process Full Name and click Search.
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k2.denallix.com :5555 > Workflow Server > Worklists

. y
' elea

10

% Delegate |£3 ledirect f

Selected Filter: | (None) viles

it

9 Use the following fields to further refine the selected filter

Process Full Name |Lea\.re Requesll

Activty Name |

Folio |

|
|
Event Name | |
|
|

Destination |

O 00ao0a0o

Workist Date |

f. Alist of active Leave Request Worklist ltems is displayed. CHECK the box to the left of one of the Act-
ive Workflist ltems to select it, then click Redirect. When the Search for Users screen opens, enter
Administrator
then click the Search icon. After you see Administrator in the results pane, CHECK the box to the left
of the Administrator name to select it, and click OK. This Worklist ltem has now been redirected to
Administrator (presumably you), where you can now action it directly from K2 Workspace.

k2.denallix.com:5555 > Workflow Server>Worklists

% Delegate | &g Redirect | ;3 |
Selected Filter: | (None) vilvg
Process Full Name 4« Actiity Name Ewvent Name Folio Destination Worklist Date Status

On-line

) Remion oyl oy - kooewumacs SRS, e

) e, fomags e W K2OBUALLAdmnsimr S0 it
K2

Bl Reuesivioktow  Approvel  oprowr STATOms K2DENALLIBOD gy Ailbe

g. Navigate back to the K2 Workspace landing page by clicking the Home button in the navigation bar.
You should now see the Worklist Iltem for Administrator displayed. CHECK the box to the left of the
Folio, then action the request using an option from the Batch Action drop-down list. Click OK twice
to complete this action.
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Logged in as

DENALLIX\Administrator

E Reports | Management | Nofification Events | Security | User Setings |

] Activity Statistics Batch Action:

i) Process ]nfo@atlnn B l?'

o] Process Overview

L] Process Statistics S @

1] User Perfarmance ¥ K2 smartforms Training
1V JuyVacation

Selected Fiter:
| Process Name

Default| v | Cuick S

Leave Request Workflow
Leave Request Workflow
Previous | Page 1 of 1 | Next

Now that we have actioned the request, the Process Instance will have completed. We will return to our PivotChart

and refresh it. We should see the Count for Completed instances go up by one, and the Count for Active

instances, go down by one. This will demonstrate the live data feed configuration.

h. Click on Excel to display the PivotChart. Click once inside of the chart, then right-click. Select

Refresh Data.

Bookl - Excel (Product Activation Failg=,

[& Refresh Data
ME INSERT PAGELAYOUT FORMULAS DATA REVIEW VIEW LOAD
- & gut
s i Align Vertical j D =]
f-ﬂ E| w . Align Vertically Fes &5 l_.flcl &/ Copy
B8 Align Harizontally d k
leulated KPls Addto  Update Detect Paste Options:
1elds - Data Model  All e
Calculations Slicer Alignment Tables Relationships,
- 7 9 Reset to Match Style
' A Font.
E - D - : 1l Change Chart Type...
Ig Saveas Template...
B Sglect Data...
Count of ProcessName
Moye Chart...
10
o N
g
7
[ Sti
= m
i Assign Macro..
4 mi
I4 Format Chart Area...
3 ml*
3 [:1| PrvotChart Qptions...
1 ]| Hide Field List
: I
T ) "
otal & : r’ .

The chart is refreshed with the new counts for Active and Completed Process Instances.
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Count of ProcessName
12

10

|Status ¥
6 W Active
m Completed
4 mError

2 -
0

STEP 2 REVIEW

Total

|In this step, we created a PivotChart from the Process Instance PowerPivot table. The PowerPivot table displays live
data from K2 via a data feed. We demonstrated the live feed by updating a Leave Request Worklist Item in K2 Work-
space, then refreshing the chart data.
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100.DND: Basic K2 Administration
100.0ND - >

Vertach 2 R

) - T Video
Darabon: 1 - ] LEARMIN

Basic K2 Administration

The available K2 administration interfaces
Typical day-to-day administration tasks in K2
Packaging and deploying K2 applications
Managing workflows

Managing tasks

Managing security

3 NG, NG ALL RRGHTS RESERVED

The 7100.DND: Basic K2 Administration training module is focused on common, day-to-day administration tasks in K2.
As part of this module you will learn:

The available interfaces used to administer a K2 environment

Packaging and deploying K2 applications

Typical workflow administration tasks in K2 like managing workflows and worklists
Other common administrative tasks like managing service instances and permissions
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EXERCISE 1: Deploying a K2 Package

EXERCISE 1: Deploying a K2 Package Video

» Scenario: Download and deploy a sample workflow
* Download the package from http://help.k2.com/files/9762

= Notes
= We will use this simple workflow as a test-bed for the other exercises in
this module
0 St
I:‘-‘,‘_ Sinphe Uned Pank ovwny 0
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L rw el mava b folowesd % E

4'_.mu-||m =] I:I..‘_Fm'“"“" n I:[:_Ip..huurh =

o — T T oot s
L-:lf‘ t-qw-Ju- 2
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In this exercise we will download a package and then use the K2 Package and Deployment tool to deploy a pre-created
K2 workflow to our exercise environment. We will be using this sample workflow throughout this module to practice
administrative tasks, so you must complete this exercise before attempting to complete the later exercises in this mod-
ule.

You can download the package from K2's help site at: http://help.k2.com/files/9762

The workflow is a simple 1-step approval workflow which we will use for the other exercises in this module as a “test-
bed”. You can delete this workflow from your environment after this module, if you prefer.

When you are ready, continue on to K2 Administration: Download and deploy a simple K2 Package to download and
deploy the sample workflow.

Download and Deploy a K2 Package
In this tutorial, you will download and deploy a sample workflow using the K2 Package and Deployment tool. Once the
workflow has been deployed, you will start several instances of the workflow to use throughout the exercises.

Note
This tutorial includes steps using the K2 Management site. You must have K2 blackpearl 4.7 or later to complete

this tutorial as the steps and screen shots are specific to the K2 Management site.

Step 1: Download and deploy the workflow package

The first step you need to take is to download a K2 project file that you will then deploy to the K2 server. This project file
contains a basic workflow that was created in K2 Studio. Once deployed, you will start a number of process instances to
use in the tutorial steps. To deploy this solution, you will use the K2 Package and Deployment tool.
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In a real-world environment, a K2 package could be created by a developer from your development K2 environment, or
perhaps you may have downloaded the package from the K2 community site or another resource. In this case, K2 is
providing a simple workflow in a K2 package so you can learn how to deploy a simple K2 package.

Step 1 Tasks
1. Download the K2 project file located at http://help.k2.com/files/9762.

2. Use the K2 Package and Deployment tool to deploy the project file. (Start > All Programs > K2
blackpearl > K2 Package and Deployment)

3. Confirm the Workflow Administration Sample Process is shown in the Workflow Server > Work-
flows central pane in the K2 Management site. (Start > All Programs > K2 blackpearl > K2 Man-
agement)

Step 1 Walkthrough

a. Download the K2 project file located at http://help.k2.com/files/9762 and Save As to your desktop.
(To download the file, enter the file URL in your browser. You should then see a message with the
options to either Open the file, Save or Save As. Select Save As and save the file to your desktop.)

b. Launch the K2 Package and Deployment tool.
(Start > All Programs > K2 blackpearl > K2 Package and Deployment)

| K2 blackpearl
E K2 Designer
[Zz] K2 Designer for Visual Studio 201

K2 Management
,='lN K2 Package and Deployment I

e K2 Server

i K2 Server (Service Account)
22 K2 Studio
K2 Workspace

. Documentation

. Setup
. Maintenance
., Microseft Dynamics CRM 2013 v
4 Back
Search programs and files Fe |

c. From the right-side Actions column, click Deploy Package.

Actions
LOCALHOST
DLX:5555

g8 Create New Package

£n Edit Package

&: Deploy Package I

d. Forthe File Name, Browse to the K2 project file that you previously saved to your desktop. (The file
name will be: K2Learning-100.DND_BasicKZAdministration.kspx.) Keep the default values for the
remaining deployment options and click Next.

e. Onthe Validate the deployment package screen, wait a few seconds until you see the Ready indic-
ator in the Status column. Click Next to continue.
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9 Deploy Package
Validate the deployment package and configure items for deployment
: Configure ~ | 3] Analyze g_;Fiher -
Name Type Action Status
= [ additional Items (Uncategorized)
[w] A K2 Leamning\Workflow Administr... Process Create New Process @ Ready

f. Allow a minute or two for the package deployment to process and complete. When you see the green
'success' indicators next to the deployment descriptions, click Finish. Exit the K2 Package and

Deployment tool.

== Deploy Package - Deploying K2Learning-100.DND_Basick2Admini...

Description

| &) Post-Deployment

[' (&) K2Leaming-100.0ND_BasicK2Administration

1:35 (m:s)
Q K2 Learning \Workflow Administration\Workflow Administration Sample Process 1:35 (m:s)
1:35 (m:s)

Now you will confirm the workflow appears in the K2 Management site. In later steps, you will start a number of pro-

cess instances to use throughout the tutorial.

g. Launchthe K2 Management site.
(Start > All Programs > K2 blackpearl > K2 Management)
The site opens with the default Dashboard view. Your dashboard may or may not contain all of the
features available, depending on your K2 server rights.

The K2 administrator's Dashboard view with admin rights

Management

|: . . Denallx Administrator =

Welcome Denallix

Use this site to manage your K2 environment. You can manage Workflows, SmartObjects, Users and Security.

] flow Fights

o .. 2N LSer Fights 1o sxisting woedlows.

Manage Features

= View and manage Installed features and
brokers

."'J) Working Hours
. Configure working hour zones and assign users

U A TS

§= Manage Roles

S pssign Lsers of Browps to roles.

@

Administrator,

Inspect Workdlow Errors
Discaver i any workfiow srrods have Goour

N panage Security
o] Manage serser security settings.

W View Oauth Settings
U kanage thi Causth settings for your senaer

" pManage Claims Configuration

1 Manage the claims configuration for your
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An end-user's Dashboard view with limited rights

=.' Management

[l
WirkMow RighLS

s 4 existing

) =i ;

Welcome Jonathan King,

Use this site to manage your K2 environment. You can manage Waorkllows, SmartObjects, Users and Security.

Manage Rolis
AZBIEN UBETS OF groups b robes.

Note

Many of the features found in the K2 Workspace can be found in the new K2 Management site, plus several
additional features, such as those found in the SmartObjects Services Tester utility. You will not explore all of
the features available in the new K2 Management site (in this tutorial), but if time allows, take a few minute to

explore the menu and dashboard lists.

h. Expand the Workflow Server node, then click the Workflows node to expose the current Workflow
Projects (also known as processes) in the central pane. Confirm the Workflow Administration
Sample process is shown. This is the process that you just deployed. (Your list of processes will not
be the same as the image below, outside of the Workflow Administration Sample.)

workilows Instances

|
=. Management

Workflow Projects
@ Dashboard

Categories Ak AT

< . Selected Filter:  Default
Environment Library 5

" Aalde
© Features Quick Search: Al fields

| Servers

il
e ]

MAME MODIFIED BY MODIFIED DATE

3 Authentication Iﬁ Workflow Administration Sample

Denallix Administrators T26/2016

% Integration
Workflow Server
Workflows &« <
Server Rights
Working Hours
Schedules

+ Errors

» Bi String Table

@ Denallix Administrator L

STEP 1 REVIEW

In this step, you downloaded and deployed a sample process to use in later tutorials. The deployment package was
actually a K2 project file, which could have been deployed from K2 Studio or K2 for Visual Studio as well. You used the
K2 Package and Deployment tool as an option, to give you experience for using this tool in your own environment to

deploy projects between environments.

Now that you have successfully deployed your project and workflow, you can move on to the next section, Managing

Processes and Process Instances.
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EXERCISE 2: Managing processes and process instances

EXERCISE 2: Managing processes and process |-

instances

= Scenario: Start some instances of the sample workflow and
then perform administrative overrides

» Tasks:
= Manually start some instances of a workflow
= Pause and Resume an instance
= Delete an instance
= Force an instance to go to another activity
= Retry a failed workflow

5 15 mins

In this exercise we will explore how to administer workflow instances. You will manually start some instances of the
workflow deployed in Exercise 1, then perform some administrative functions on those instances, including:

Pause and Resume an instance

Delete an instance

Force an instance to go to another activity
Repair a failed workflow

This exercise requires that the sample workflow from Exercise 1 be deployed. When you are ready, continue on to
Administering K2: Managing Processes and Process Instances to start this exercise.

Managing Processes and Process Instances

Recall that workflows are known as processes in K2 and process instances are a single occurrence of a process.
Throughout this tutorial, both sets of terms will be used. Just know that workflows are processes, and workflow
instances are process instances.

The most common tasks for the K2 administrator are starting and stopping (pausing) process instances, managing
task lists and assigning rights, or permissions. When managing task lists, the administrator might have a request to
redirect a task from one user to another, or manage Out of Office settings. In this part, you will explore these tasks
using the features in the K2 Management site.

Note
This tutorial includes steps using the K2 Management site. You must have K2 blackpearl 4.7 or later to complete
this tutorial as the steps and screen shots are specific to the K2 Management site.
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Note
This tutorial requires that you have deployed the Workflow Administration Sample as described in the Download

and deploy a simple K2 package section.

Step 1: Start new instances of the Workflow Administration Sample process

As a precursor to your tutorial steps, you need to generate several process instances of the Workflow Administration
Sample process. In the real world, new process instances are most likely created when a user submits a form (and
starts the workflow). Because you are not working with forms, you will start process instances from the K2 Management
site. You could also use this tool for testing and troubleshooting your workflows without having to open and submit

forms.

Step 1 Tasks
1. Startsix instances of the Workflow Administration Sample process, using the following entries
for each Folio parameter.
m TaskRedirect
GoToActivity
StartStop
Deleted
Normal Execution 1
Normal Execution 2

Step 1 Walkthrough

a. Inthe K2 Management site, expand the Workflow Server node, then click the Workflows node (if it
is not already expanded from the previous exercise). Click to highlight the Workflow Administration
Sample process, then click the Instances button.

=.. Manage[ﬂent Wor kflows nstances
Workflow Projects
g Rights &= Roles
(Bl Environment Library Selected Filter:  Default A
* Features Quick Search: Al figlds A G
1 Servers NAME MODMFED EY MODIFIED DATE
) Authentication I B workflow Admintstration Sample Denallix Administrator FIGI2ING I
% Integration & Tester Denallix Administrator TIRE2NG
Workflow Server B Leave Reguest Warkflow Denallic Administranos MAWING

3 o Workflows « ¢ 5
@ Server Rights
Warking Hours
Schedules

» ! Errors

» Hi String Table

@ Denallix Administrator

The Instances screen opens in the central pane. Notice there are no instances shown. This is telling you that this
process (Workflow Administration Sample) does not have any active process instances at this time. It could be a
newly deployed process, or simply mean that any process instances for this workflow have completed or have
been removed.

b. Click the Start New button found in the menu bar. For the Folio value, click the Use Text option. In
the text box that is exposed, enter
TaskRedirect
then click Start. Click OK when you see the success confirmation dialogue.
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Note

The Folio is a unique identifier that allows the administrator to differentiate one process instance from another.
By default, K2 assigns the date for the Folio when starting process instances from the K2 Management site.
You are going to enter your own Folio properties, which will allow you to pick and choose different process
instances for the tutorial steps.

Instances
Restart (®) Stop )( Delete Goto Activity View Flow () Start New
C,- Refresh Retry
Selecty

Start Options Data and XML Fields
Quick

] Execution Ty... Asynchronous

Fallo:
Falio: Use Date

®  Use Text

ITrnath.-dir[.-[.[ I b4

carl.cl:l

Notice now, you have one active process instance. Notice too, the Folio value is the TaskRedirect property you
just entered. The Active status indicates that K2 is actively processing this workflow and the workflow is waiting for
input of some kind before proceeding.

Instances

Restart (®) Stop )( Delete Goto Activity View Flow () Start New
o Refresh Retry
Selected Filter:  Default ' ;’
Quick Search: = All fields e <
(8] FOLIO START D... STATUS ORIGINAT.. VERSION
& :ip TaskRedirect I25/20... Active Denallix A... 1

€ £ >

c. You need to create several more process instances for future tutorial steps. Using the same steps as
above, Start New process instances using the following entries for each Folio property:
m GoToActivity
StartStop
Deleted
Normal Execution1
Normal Execution2

Your screen should now look like the image below. Each process instance shows a status of Active, wherein the
workflow is now waiting for the next workflow step to take place. The Instances screen also shows us who started
the workflow (Originator) and when it was started.
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Instances
Restart (®) Stop X Delete Goto Activity View Flow (#) Start New

C Refresh Retry
Selected Filter: Default hd .P
Quick search:  all fields A4 (o]

(8] FOLIO START... STATUS ORIGINAT... VERSL..
12 :'I- MNormalExecution2 3/25/20... Active Denallix A.. 1
11 "Tb MarmalExecution? 325420, Active Denallix A... 1

10 -"-fp Deleted 3/25/20... Active Denallix A... 1

9 -?p Startstop 3/25/20... Active Denallix A... 1

B -'-'p GoToActivity 3/25/20... Active Denallix A.. 1

7 -'-'p- TaskRedirect 3/25/20... Active Denallix A.. 1

STEP 1 REVIEW

In this step, you started a number of process instances of the Workflow Administration Sample process. You set the
Folio property for your process instances using manually entered values. In the real world, you will likely assign a form
field value as the Folio during the workflow build (such as the form originator's name or any other key value from the
form or workflow context). The Folio is not a required value and there are some instances where you will not assign
any value (leaving it blank). Because it helps make each process instance unique, you will find that using the Folio
provides useful information later on when managing your process instances.

Step 2: Stop, start and remove a process instance

Now, you will use the Instances tools to stop (pause), then start (resume) a process instance. There are number of
reasons why you might want to stop, or pause a workflow. One example might be if the workflow is currently waiting for
a user to action a task of some kind. Suppose that user is unavailable and will be for a long period of time. If it's not feas-
ible to redirect the task to another user, you might just stop it, then restart it when the user is once again available. Or
perhaps you have workflows that need to query some external system that will be offline for a while. To prevent errors,
you can pause these workflow instances until that system is back online and then resume the workflows. Stopping work-
flows suspends all workflow tasks (system and user), then immediately starts those tasks up again when the process
instance is restarted. In this step, you will also remove a process instance.

Step 2 Tasks

1. Stop, then Restart, the StartStop process instance, observing the Status values after each action.

2. Openthe Process Overview Report (in K2 Workspace) and confirm you can see the Deleted pro-
cess instance for the Workflow Administration Sample process.

3. Returning to the Instances screen, delete the Deleted process instance.

4. Open the Process Overview Report, then confirm that the Deleted process instance is no longer
shown.

Step 2 Walkthrough

a. Inthe Instances screen, click to highlight the StartStop process instance. Click the Stop button found
in the navigation bar. Click OK for the confirmation message. Notice the Status value after you have
stopped the instance.
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Instances

Rest X Delete (¥ Goto Activity .—?—. View Flow Start New

(':; Refresh Retr)
Selected Filter: Default W J'
Quick Search: Al fields s C)

(8} FOLIO START Dn..  STATUS ORIGINATO...  VERSION

12 = MNormalExecution? 252016 Active Denallix Ad... 1

1 =g NormalEsecution Active Denallix Ad... 1

10 :'a- Deleted 325201 Denallix Ad.. 1
L] -T-p StartStop 3/25/2016 Denallix Ad... 1
8 slacls STArot] tha - al I 2
=ip StartStop 252016 T Stopped Denallix Ad... 1

b. Select the StartStop process instance once again and Restart it. Notice the Status value.

Now you are going to delete a process instance, which will permanently remove it from K2. (You cannot retrieve a
process instance if you have deleted it.) To demonstrate this, you will first open the Process Overview report and
observe the Deleted process instance's current workflow step. The Process Overview report contains current, as
well as historical data for process instances. (To learn more about the Process Overview report, access the
Reporting in K2 tutorials.)

c. Launch K2 Workspace.
(Start > All Programs > K2 blackpearl > K2 Workspace) If you do not see the link in your start
menu, contact your K2 Administrator to obtain the URL of the K2 Workspace in your environment.

d. From the landing page, click the Process Overview Report link found in the Reports pane. (It may
take a while for the report to open depending on your environment.)

| &

. ﬁ| Reports | Managemem‘ No

] Activity Statistics
5] Process Information

L] Process Overview I
1] Process Statistics
] User Performance

.

e. When the Process Overview Report opens, you will first see a list of all processes that have been
deployed, along with the number of process instances that have been started for each process.
(Your screen will not match the image below exactly.) Notice the Workflow Administration Sample
Process indicates the 6 instances you started in the previous steps. Click on the Workflow Admin-
istration Sample process to drill-down into its Process Instances report.
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Leave Request Workflow
LeaveRequestBas icWorkifow
Sales Orders Process
Schedule Appointment

Process Name & | Folder Instances Average Duration

Process Overview

Workflow s 01:09:44:49
Workflow s 2 01:01:49:53
Sales Crders 1 1321:4114
OC test 1 00:00:00:22

| Workilow Administration Sample

K2 LearningWorkflow Administration 6 00:02:05:46 I

f. Onthe Process Instances screen you will see a list of all the instances for this process. This list will

include instances that are currently active, as well as instances that historical (completed). Confirm
that the Deleted process instance is shown and is currently Active. Click the green back arrow in the
Process Instances navigation bar to return to the Process Overview page.

Process Overview > Process Instances

.1 Configuration

4 4 of1 b ki [ 100% v| [selectaformat | Export 2 =

| Process Instances |

Process: K2 LeamingWorkflow
Administration\Warkflow Administration
Sample
7l TaskRedirect K2.DENALLDOADMIMISTRA,  Active Medium 3/25/2016 9:57:53 AM 00102:33:32
TOR
& GoToActivity - K2DENALLIX\WADMIMISTRA ~ Compleled  Medium 25/2016 9.59.05 AM  I/30/2016 22226 PM 00102:24.00
Repaired TOR
Al StartStop K2.DENALLDOADMIMISTRA,  Active Medium 32572016 9:59:29 AM 0002:23:31
TOR
&) Deleted K2:DENALLIXWDMINISTRA,  Active Medism 3252016 10:00:38 AM 0002:23.00
TOR
& MNormalExecutiond K2:DENALLDCADMINISTRA  Active Medium 252016 10:00:38 AM 0002:22:48
TOR
&l MNommalExecution2 K2:DENALLIXCADMINISTRA  Active Medium 3252016 10:00:53 AM 0002:-22:33

TOR

Now you will return to the K2 Management site and remove the Deleted process instance from the Instances
screen. Once deleted, you will return to the Process Overview report in K2 Workspace and confirm the instance is
no longer shown.

Here is an example of why you might want to remove a process instance. Perhaps you have a user that has sub-
mitted a workflow and the workflow is currently waiting approval from some destination user. The originator
decides at some point they want to cancel the workflow (and hopefully after having informed the destination user
they are canceling), so they ask you if you can delete the workflow. You can accomplish this by removing the pro-
cess instance. This is also another example of how the Folio might be very helpful in locating the correct process
instance to remove, if there are many.

g. Return to the K2 Management site. (This should just be a matter of clicking the Management tab in
your browser if you still have the site open.) If the Instances screen isn't still open, click the Workflow
Server > Workflows node to expose the active processes. Click to highlight the Workflow Admin-
istration Sample process, then click the Instances button to open the Instances screen.

Click to highlight the Deleted process instance, then click Delete. Click OK when you see the con-
firmation dialogue.
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Instances
0
t () Stop 2 Delete () Goto Activity _'—-'—_ View Flow
O Refresh
Selected Filter:  Default e P
Quick Search; Al fields LV (o]
[[+] FOLIO START D... STATUS ORIGIMATO... VERSIOM
12 --p MormalExecution2 32502016 Active Denallix Ad... 1
11 "-'h MNormalExecution /252016  Active Denallix Ad... 1
0 "u'r Deleted 3/25/2016  Active Denallic Ad... 1
9 "-'b- StartStop 3/25/2016  Active Denallix Ad... 1
B "?'r GoToActivity 32572016 Active Denallix Ad... 1
7 I'“'b- TaskRedirect 3/25/2016  Active Denallix Ad... 1

The Deleted process instance should no longer be shown on the Instances screen. To confirm the process
instance has been completely removed from K2, you will return to the Process Overview reports in K2 Workspace.

i. Return to K2 Workspace (it should be a tab in your browser). You should be on the Process Over-
view page. Notice there are now five (5) process instances indicated for the Workflow Admin-
istration Sample process. (Click the refresh icon in the navigation bar if necessary.)

Process Overview

.1 Configuration
i | ofl ¥ El | 100% V: :Select a format V: Export = |
Process Overview

Leave Request Workfiow Warkflow s 11 01:10:07:25
LeaveRequestBasicWorkifow Workflow s 2 01:02:52:01
Sales Orders Process Sales Orders 1 13:23:45.30
Schedule Appointment OC test 1 00:00:00:22
Workflow Administration Sample K2 LeamingWorkflow Administration EI 00:04:10:24

j- Click the Workflow Administration Sample process to drill down into the process instances. Con-
firm the Deleted process instance is no longer there.

Leave K2 Workspace open (on the Process Instances page).
STEP 2 REVIEW

In this step, you stopped, or paused, the StartStop process instance. Stopping a process instance does not remove it,
it merely puts it 'on hold' until the instance is either restarted or deleted. If there are any tasks that have been fired off
when the instance was stopped, they willimmediately fire off again when the instance is restarted. To permanently
delete a process instance from K2, choose the Delete option. Once you delete a process instance, there is no way to
retrieve it.

Step 3: Force a workflow to go to another activity

In this step, you will choose the Go To Activity option to send a process instance to another workflow step. For example,
suppose a user has submitted a workflow. They contact you at some point to say they need to make a change to their
form entry and want to know if there is any possibility of retrieving the form/workflow. This can be accomplished by
using the Go To Activity option. The Go To Activity allows you to send the process instance to any of the steps in the
workflow.
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Step 3 Tasks
1. Return to the K2 Management site. Using the Go To Activity option, redirect the GoToActivity
process instance to the Activity that will Error step.

Step 3 Walkthrough

a. Return once again to the K2 Management site. You should still be on the Instances screen for the
Workflow Administration Sample process. (If you are not, click Workflow Server > Workflows,
then click the Workflow Administration Sample process from the central pane, then the Instances
button in the navigation bar.) Click to highlight the GoToActivity process instance, then click the Go
To Activity button in the navigation bar. Select the Activity that will Error activity. Click OK, then
click OK when you see the confirmation dialogue. Click OK once again to close the success dia-

logue.
Instances
Restart (®) Stop 9 Delete (¥) Go To Activity = View Flow start New () Refresh
Rl.".u"',' \
ACTIVITY NAME
Selected Filter: Default e
Quick Search: Al fields sample User Task Activity
[»] FOLIO ST4 Approved Actions
— ctivity that wall Error
wip 7 Mormal Execution?2 713
Eejected Actions
wip O Mormal Execution 7 End Workllow
iy 4 StartStop
Gy 3 @ GoToActivity
.-., 2 TaskRedirect

b. Refreshthe Instances screen by clicking the Refresh button in the navigation bar. (If you use the

refresh button on your browser, you will be redirected back to the Workflow Projects screen. If this

happens, simply navigate back to the Instances screen by highlighting the Workflow Administration

Sample process, then click the Instances button.)
Notice the Status is now showing Error. (You deliberately sent this process instance to a step that will throw an
error so that you can see how to repair a failed workflow in a future step.) The Instances screen is one area in the
K2 Management site that indicates if a process instance is in an error state. You can also view process instances
that are in an error state by accessing the Errors option also located under the Workflow Server node.
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Instances

Restart (8! Stop x Delete Goto Activity View Flow (B) Start Mew c,- Refresh
Retry

Selected Filter:  Default v

Quick Search:  all fields AT 0

[1¥] FOLO START DATE STATUS ORIGINATOR DI VERSION

12 ':'I- NermalExecution2 3/25°2016 Active Denallix Adm... 1

1 Sp NormalExecution I5016  Active Denallix Adm... 1

9 -?p startstop 3252016 ACTive Denallix Adm.. 1

w

Sip GoToActivity

3/25/2016

Denallic Adm...

7 _,_:.' TaskRedirect

3252016

Active

Denallic Adm...

£ < v 2

c. Inthe left column, stillunder the Workflow Server node, expand the Errors option, then click All. In
this screen, you can view all of the process instances (for all processes) that are in an error state.
(Remember, this applies to those processes for which you have permissions.) By selecting the error,
then clicking Show Details, you will be able to see the full error description. This will give you a start-
ing point for troubleshooting the issue.

Error Logs

¥l Reary | 0 Show Details | s Refresh

D Mg PROCESS HAME SOURCE  FOLID

0 :

||
=. Management

Dashboard

DESCRIFTION ERROR... START ..

K2 Leaming\W... Throw an_. GoToActhity  Samiple Error - This is a sample... 77297200 7/290201...

& < »

ent Librany
Y Features

1 Senvers

Authentication

s Errors
1Al
» Bl String Table
.

L P

K2 Designer

@ Denallix Administrator ===

STEP 3 REVIEW

In this step, you used the Go To Activity option to redirect a process instance to a different step in the workflow. You
will find this tool very useful for sending workflows back to originators or any other users that need to make a change
or addition to their form input. You purposely sent this process instance to a step that will throw an error to demon-
strate how the Status column updates to indicate the process instance is in an error state. The Instances screen is
one area in the K2 Management site that indicates if a process instance is in an error state. You can also view all pro-
cess instances that are in an Error state by accessing the Errors screen. Here you will find details about the error that
you can use as a starting pointin troubleshooting the issue.

Step 4: Repair a workflow

Still on the Errors (All) screen, you will now retry the instance to see if you can repair it. For this tutorial, the Error step
has been specifically coded to repair itself the second time it is run. A real-world example however, might be if a task

was assigned to a new employee, who did not have an email account set up yet. The error might read something like
'destination user not found'. In this case, you could confirm the email account has been set up, then retry the step. K2
would 'see' the user and move the workflow along.
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Step 4 Tasks

1. Retry the K2 Learning\Workflow Administration\Workflow Administration Sample >
GoToActivity process instance.

2. Access the Process Overview report and confirm the GoToActivity process has been repaired
and has completed.

Step 4 Walkthrough

a. Onthe Error Logs screen, CHECK the box to the left of the K2 Learning\Workflow Admin-
istration\Workflow Administration Sample process > GoToActivity process instance, then click
the Retry button. (Depending on your screen size, you may not be able to see the entire process
name, but you should be able to see enough of the name to know which process to select. This is
also assuming there is more than one process listed.)

Error Logs
& Show Details (s Refresh
ID IN.. PROCESS NAME SOURCE FOLIO DESCRIFTION ERROR... START D...
D 0 12 K2 Learning\W... Throw an... GoToActivity Sample Error - This is a sample... 7/29/201... 7/29/201...
« £ b

The process should no longer be shown on the Error Logs screen. Now you want to confirm the process has com-
pleted. You will do that by returning to the Process Instances report to view the details for this instance.

b. Switch back to K2 Workspace. On the Process Instances page, click the Refresh icon.

Process Overview > Process Instances

@ | [1 Configuration

4 4 of1 b bl [100% v| |selectaformat ~|export | (& =)

c. Note thatthe GoToActivity process instance is shown as repaired and completed. (Depending on
your screen size, you may not be able to see the entire name or status.)

Process Instances

Process: K2 LearningWorkflow
AdministrationWorkflow
Administration Sample

T N 0 T Y

TaskRedirect K2 DENALLKOWAWDMINISTRATO - Aclive Medium 5M15/201510:26:55 AM
R
£| GoToActivity - Repaired EEZDE\LALLDCMDMNETR&TO Completed Medium 515/2015 10:36:27 AM
& Start Stop EE:[E\IALLDCMDNWISTFMTO Stopped Medium 5152015 10:36:57 AM
7] Normal Execution 1 K2 DEMNALLKWADMNISTRATO - Active Medium 515/2015 10:37:40 AM
R
ZE] Normal Execution 2 K2 DENALLKOWAWDMINISTRATO - Aclive Medium 5M15/201510:37:55 AM
R

STEP 4 REVIEW

In this step, you repaired a process instance that was in an error state by using the retry option found on the Error
Logs central pane. Retrying the error will execute the same event where the error occurred. Use caution when
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retrying events as you may have unexpected, and possibly duplicate, results based on what the event was designed
to do.

Continue on to the next section, Managing Task Lists, when you are ready.
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EXERCISE 3: Managing Task Lists

EXERCISE 3: Managing Task Lists Video

= Scenario: Manage tasks that are currently assigned to a
user

= Tasks:
* Delegate and redirect tasks to another user
= Set up out of office on behalf of a user

\-9 15 mins

In this exercise, we will explore how to administer K2 tasks that appear on users' task lists. You will learn how to del-
egate (create a copy of a task) and redirect (move a task) between users. You will also learn how to define an Out-of-
Office rule for a user and then view the resulting task assignment.

This exercise requires the that the sample workflow from Exercise 1 be deployed and that you started some instances
of the workflow as described in Exercise 2. When you are ready, continue on to K2 Administration: Managing Worklists
to start this exercise.

Managing Task Lists

One of the most common administrative tasks in K2 is redirecting a process instance from one user to another. There
are a number of reasons you might do this, one being the destination user (or the user assigned a task) is not available
and the originator wants to move the workflow along prior to them returning. At other times, a destination user might
contact you and ask that the workflow be redirected to another user for making the task decision. When you redirect a
user task, the task is removed from the original destination user's task list and placed in the target user's task list.

The K2 administrator can see all user tasks currently active, while users can only see the tasks assigned to them.
Administrating tasks can be performed from the K2 Management site.
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K2 administrator's Task List view from the K2 Management site
mn

Task List

am Management
) sea T @ Las t
B Dashboard
Categories
BoTle mple G O
Environment Library
ey Bo
. Features
it Ma
= %
Selected Flter:  Default v
Quick Search: A1l fields W (o}
FOLIO WORKFLOW MA ACTIVITY NAME EVENT NAME DESTINATION START DATE

Out of Office

Task List
Z Learningh.

0 K2

Bl sp ma.. K2 Learning Sample Liser Sample Us
&« £ 1 >
Denallix Administrator e CLArteL KZ Learning. e A — —

Note
This tutorial includes steps using the K2 Management site. You must have K2 blackpearl 4.7 or later to complete
this tutorial as the steps and screen shots are specific to the K2 Management site.

Note

This tutorial requires that you have deployed the Workflow Administration Sample as described in the Download
and deploy a simple K2 package tutorial and have started instances of this workflow as described in the Managing
Processes and Process Instances tutorial.

Step 1: Redirect a task from one user to another

In this step, you will redirect a task list item from one user to another. Prior to redirecting the task list item, you will open
Internet Explorer for both users and observe their task lists. You want to observe how the task list item is completely
removed from the original destination user's task list and subsequently added to the new destination user's task list.

Note

The following exercises are described using a K2-provided virtual machine (VM). If you are working through this
tutorial in your own environment, you will need access to each destination user's computer, so that you can
observe the results as that user.

Step 1 Tasks

1. Inthe K2 Management site, navigate to the Task List option found under the User Management
node.

2. Search for the workflow named
workflow administration sample
then observe the task listitems and who they are assigned to.

3. Open a second instance of Internet Explorer for Jonno using the User Shortcuts > Legal > IE
(Jonno) links. With Jonno's |IE the active browser, open another instance of K2 Workspace.
Observe that Jonno does not have any Workflow Administration Sample tasks assigned to him.

4. Return to the Administrator's Task List screen. Redirect the task with the Folio named TaskRe-
direct to Jonno. Confirm the Destination now displays Jonno.

5. Returnto Jonno's Task List and refresh the page. Confirm Jonno now has a task assigned to him.

Step 1 Walkthrough
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Note

Be sure you are logged in to your computer with a K2 Admin user account. (If you are using a K2-provided VM,
you are logged in correctly as Administrator.)

a. Openthe K2 Managementssite if it is not already open. Navigate to the Task List option found under
the Users node.

b. Click Task Listto expose the central pane. In the Workflow Name field, enter
workflow administration sample

then click the search spyglass to the right of the field. After K2 has found the workflow and replaced
your search entry with the system name, click the search spyglass found at the bottom of the search
fields (roughly half-way down the screen, on the right-hand side.)

Note

To return a list of all active tasks, simply click the Task List spyglass (about half-way down the screen on the
right-hand side) without entering any search criteria.

[ L Task List
mm Management
G Search for a task from anyone’s task list to redirect, delegate or release the task back to the rest o,
8 Dashboard
Categories
F’I =2 Workflow Name I-’\ul; flow administration sample I
Hl Environment Library
ALtralty M
! Features Task List
N Cervers Event Nan] @ search foe a eask trom an
' Authentication Folio ; . .
[ atio| Lol
Lan e ch
¥
[3+ Out of Office ks h B teanch
= = Selected F =
+  Task List 2 "
= Quitk 5831 selected Frer  Detauk o
> B K2
= FOLIO Quick Searche | Al finkh (v 5.
5P
B SP FOLD WOSSFLOW MA ACTIVITY MAME EVENT MAME DESTINATION START DATE “
Tashfl KX leaming_ SamplelMer_  Samplels_  KEIDENAL . T2AED16 A
Denallix Administrator ===
- KON i
£ < >

You should now see all of the tasks currently assigned for the Workflow Administration Sample process instances.

Notice the destination users are all the same, because the same user started the workflow (in our sample, "Admin-
istrator" started the process instances).

o7 Share %) Redirect 75 Release

Selected Filter:  Default b “' Quick Search: Al fields W C.

FOLIG WORKFLOW NAME ACTIVITY HAME EVENT MAME DESTINATION START DATE  STATUS

"] TaskRedirect K2 Learnangiyorkfiow A.. sample User Ta.. Sample User Task KZDENALLEOADMINIStrator RN G Availatile

StartStop K2 LearningiWorkflow A, Sample User Ta, Sampl

ple User Task KEDEMALLEDADmInistratar 206G Awvailakyle
Mormal Exec.. K2 Learmingiworkflow A..  Sample User Ta.. Sample User Task | K2:DENALLBOADmiNistrator Availabie
Hormal Exec K2 LearnegiWorkflow A, Sample User Ta, Sample User Task KEDEMALLEDADmInistrator Availakric

c. You will now open a second instance of Internet Explorer, logged in as Jonno. Click on the User
Shortcuts link found in the lower right corner of your screen. Then expand the Legal folder and
finally, click on IE (Jonno). A second instance of |IE should open.
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Note

If you are working within your own environment, you will not have the user shortcuts and will need to access

the target user's computer for the following steps.

& IE (Daniel)
&) 1E (Debbie)
B IE(Eic
IE (Joe)
8 IE(Jonno)
& [E (Richard)
& Outlook (Daniel)
& Outlook (Debbie)

a Qutlook (Eric) ., Finance »
i QOutlook (Joe) Headquarters r
8 Outlook (Jonno) |, Hurnan Resources »
& Outlook (Richard) . Legal
. Operations *
. Sales 3
. Distnbutors r
|, Partners ]
. Regional Offices 4
= 954 AM
User Shorteuts | | « (E] 3312016

d. With Jonno's |IE the active browser, launch another instance of K2 Workspace so that it opens in
Jonno's browser. (Start > All Programs > K2 blackpearl > K2 Workspace)

Notice that Jonno does not have any Workflow Administration Sample tasks.

Logged in as
DENALLDOJonno

K2

ication Events | Security | User Settings |

Worklist >> DENALLIX\Jonno

blackpearl

| F

Selected Filter; IDeIauII ~ | Quick Search: |Al v

1118

I You either have no outstanding Tasks or none of them meet the current 'Quick Search’ criteria I

e. Return to Administrator's K2 Management site. Navigate to the Workflow Administration Sample
Task List. Click to highlight the TaskRedirect process instance, then click the Redirect button in the

navigation pane.

= Share I o] Red:'mctl %

selected Filter:  Default L Gﬂ Quick Search: Al fields

FOLIG WORKFLOW NAME ACTIVITY NAME EVENT MAME DESTINATION

Ry

START DATE  S5TATUS

<

TaskRedirect K2 LeamingtWorkflow A..  Sample User Ta.. Sample User Task

KZDEMALLEOADMINIStrator

7292016

Availabile I

Hormal Exe K2 Learnsngiworkfiow A, sample User Ta sample User Task

« < >

ple User Task K2ZDENALLEOAmInisirator

User Task K2:DEMALLEOAdmiInisirator

KZDENALLROWAmMINIstratar

f. The Redirect Worklist Item screen opens. Here, you have a number of options to use in searching for
the target user. Begin by confirming the Label is set to K2.

Note

When configured, K2 can interact with a number of third-party products, such as CRM and SharePoint. You

can narrow your search to one of these data sources if desired. You can also change the search type to Starts

with, Equal to or Ends with to help further define the search criteria.
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You will be searching for Jonno, so in the Search field, enter

Jonno

then click the Search button or spyglass. When Jonno's name shows up in the results pane, highlight his name,
then click OK. Click OK once again to confirm the action.

Redirect Workiist item (=]

Search; e 0 search
Label: K2 0 '

Type: Cantaing b

NAME ACCOUNT

-'. Jonathan King DEMALLEMOnNG User K2 Jonno@denallix,cam

« < 1 2

Notice the Task List now shows Jonno as the destination for the TaskRedirect process instance.

O Redirect ¥

Selected Filter:  Default e f‘ Quick Search: Al fields e C:

FOLIO WORKFLOW NAME ACTIVITY NAME EVENT NAME DESTINATION START DATE STA..
TaskRedirect K2 Learningiworkflo, Sample User Task A..  Sample User Task 0 A I
StartStop K2 LearnngWorkflo, Sample User Task A, Samg {r] A,
Normal Exec.. K2 LearningiWorkflo..  Sample User Task A... 0 A,

Normal Exec K2 Learnmngiworkfio

Before you move on to viewing Jonno's task list, let's confirm that the TaskRedirect task is no longer in Admin-
istrator's task list.

g. Switch to the Administrator's K2 Workspace.
Tip
This should just be a matter of clicking the Workspace tab in your browser. If you closed K2 Workspace after

the Process Instances tutorial, launch K2 Workspace once again from the start menu. Make sure that Admin-
istrator's |E is the active browser before opening Workspace.

h. If Administrator's K2 Workspace is still open from the last exercise and you are still on the Process
Instances screen, click the home icon to return to the landing page.

{2 | Reports | Management

On the K2 Workspace landing page for Administrator, notice the three tasks that remain as part of the Workflow
Administration Sample process instances. The redirected task is no longer on Administrator's task list.
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L g iy 35
DENALLIXaaminiEraes K2 blackpearl

hcalion Events | Seculity | User Salbings | |

Warklist > DENALLIX\sdmin|strator

selected Fiter. [Defaun > oucksearcn [0 [~ [ |1 &
0O [ [Foe Process Name | Actvity Mame: | stats |
LI
O ‘“ Hommal Execution? WOrMow AGTENEEIANON Sampie Sampe User Task ACIily Avalable
] W homal Exeonioni Workiow AdTInYation Sample Saimphe Lber Task Acthity Avalabie
1 W swaswep Wioriow Administration Sample Sampie User Task Acthty Avatatie

Presious | Page 1ol 1 | Ned

i. ReturntoJonno's K2 Workspace. On the landing page, there should be one task listed, TaskRe-
direct. If you do not see the task listed, refresh the browser.

Logged in as
DENALLIXWonno

ification Events | Security | User Settings |

Worklist >> DENALLIX\Wonno

Selected Fiter: [Default v ] Quick Search: [Al ]
[] |®™ | Folio Process Name | Activity Name | status [
= @ {1 e}

I,_l v TaskRedirec Workflow Administration Sample Samphe User Task Activity Available I

Previous | Page 10f 1 | MNext

STEP 1 REVIEW

In this step, you redirected a task from Administrator to Jonno. Redirecting tasks is a very common request made to
the K2 administrator. There are many reasons why a user might want to redirect a task to another user. This is a
simple process for the K2 administrator. Redirecting a task completely removes it from the original destination user's
task list. The new destination user will receive any notifications that were configured in the workflow. (The workflow
simply restarts the event using the new destination user.)

Step 2: Set up Out of Office

Out of Office allows a user to share their tasks with another user. Sharing, or delegating, a task differs from redirecting
tasks in that the task is available to both users. It is not removed from the original user's task list. Aside from being
unavailable, another very common use of the Out of Office feature is for managers or executives, who may want to
share their task actions with an assistant. In many cases, the destination user assigned in the workflow is the "man-
ager" and this would include top-level executives as well. By setting up the Out of Office feature (once), they can effect-
ively reassign all of their workflow tasks automatically.

K2 administrators can manage Out of Office settings for all users from the K2 Management site. Users can also man-
age their own Out of Office settings from their K2 Workspace. In this exercise, you will configure Out of Office settings
for Administrator, with Jonno as the task recipient. You will configure the Out of Office settings from the K2 Man-
agement site. Then, you will configure Jonno's Out of Office settings, using his K2 Workspace.

Step 2 Tasks
1. Make a note of the current tasks waiting in Administrator’'s Task List.

2. Using the K2 Management site, configure Administrator’s Out of Office so that all tasks are for-
warded to Jonno. (You do not need to apply any exceptions.) Be sure to make Administrator cur-
rently 'Out of the Office'.

3. OpenJonno's K2 Workspace and confirm Administrator's tasks now appear in Jonno's task list.
(You may need to refresh the browser to see the changes.)

4. Access the Settings for Jonno and configure his Out of Office so that his tasks are assigned to
Bob.

5. Open Bob's K2 Workspace and confirm Jonno's tasks now appear in Bob's task list.
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6. Inthe K2 Management site, add an Out of Office Exception to Jonno's settings so that the Sample
User Task Activity from the Workflow Administration Sample is shared with Anthony.

Step 2 Walkthrough

a. Returntothe K2 Workspace landing page for Administrator. Make a note of the current tasks avail-
able.

Logged in as
DENALLIXadminisiraser

K2 blackpearl

hcalion Events | S&CIJIIYI User Salbings | |

Warkdist => DEMALLIX\administrator

Sesected Fiter. [Defaun |~ Quick Searcn: [A8 S 1as

0O [ [Foe Process Hams | Actnvily Mame | stats |
cl M

0 W  Homal Execuion? WOrdow ABTEEYELON Sample Samph User Task ACtity Avalable

O ?— ol Execution 1 Workfow ASTINEYaton Sample Samphis User Task Activity Aovalable

0O w SaaniSlop Womow ASTINIETALON Sample Saimiple User Task Actidty Fovalable

i Previous | Page fof1 | Rt

Now you will configure Administrator’s Out of Office to forward any tasks to Jonno. There are three steps involved.
First, you will select the user you are setting up the out of office for (Administrator), second, you will select the user

to forward tasks to (Jonno) and third, you will change Administrator's current status from /n the Office to Out of
Office.

b. Returning to the K2 Management site, expand the Users node, then click Out of Office. The Out of

Office details are displayed in the central pane. Click Add. On the Add Out of Office User screen, click
the Choose user link.

Management Out of Office
I =+ add | # x B save
m Dashboard \% Add Out of Office User OX

Categories Sl
I8l Environment Library .
Change meir settings.
. Features
] Servers
- — ® Out of Office
& Authentication i
3 n the Office
B Integration
Workflow Server
Users
L Roles
Out of Office
Task List

» Bl K2

Cancel
(D) ve—— ——————

c. Onthe Find User screen, type
administrator

into the text box. Click the More... link and confirm the Label is set to K2.
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Find User Ej X

o

Search
Users

Label

v

Type

Recent

Mo Recent Users

d. Click the spyglass. You should now see the search results just below the search criteria properties.

Click SELECT to add Denallix Administrator.

Search

Find User Ej )(

Users
Label
CRM A
Type
A4
Recent
Denallix Administra... /

Back on the Add Out of Office User screen, notice now that Administrator is displayed as the user you are creating
settings for. Now you will add Jonno as the recipient of Administrator's redirected tasks. Notice that the Forward

To and Exceptions panes are now displayed.
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Add Out of Office User O X
Denallix Administrator A~
Administrator@denallix.com

Out of Office
® Inthe Office
Forward To
Mo forwarded users
Exceptions
Mo exceptions
W

e. Click the plus (+) sign in the Forward To section. On the Find User screen, enter

Jjonno
into the text box, then click the More... link. Confirm the Label is set to K2, then click the spyglass.

After Jonathan King's name is displayed, click SELECT.
X

Find User

jenno

i

Search
Users
Label

Type

vy
v
Jonathan King :

f. The final step is to set the current status for Administrator from In the Office to Out of Office.

g. Onthe Add Out of Office User screen, change Administrator's status to Out of Office, then click
Save. You will not be configuring any exceptions for this user.
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Add Out of Office User 0 X

Denallix Administrator

Forward To

Jonathan King

Exceptions W

= =

h. You are returned to the Out of Office screen. Confirm that the OUT OF OFFICE box is CHECKED for Admin-
istrator. If itis not, CHECK the OUT OF OFFICE box, then click Save once again.
Out of Office

o= Add  # Edit X e | B save

NAME OUT OF OFFICE

Denallix Administrator

¢ 'd

NN

WY

i. Atthis point, all of Administrator's tasks should be shared with Jonno. Open Jonno's K2 Workspace
and confirm the tasks from Administrator are assigned to Jonno as well. (You may need to refresh
the browser.)

Logged in as
DENALLIX\WJonno
fication Events | Security | User Settings | |4
Werklist >> DENALLIX\Jonno
Selected Fiter: |DeTauIl W | Quick Search jAJI L] | ] 21 =
[] [™ [Feio | Process Name | Activity Name | Stales |
0 W Mormal Execution Waorkflow Administration Sample Sample User Task Activity Avallable
O W Mormal Execution2 Workflow Administration Sample Sample User Task Activity Available
O ? TaskRedirect Workflow Administration Sample Sample User Task Activity Available
||_] = StartStop Waorkflow Administration Sample Sample User Task Activity Available |
Previous | Page 1of1 | Next

Now you will configure Out of Office for Jonno. In the image above, notice that in addition to Administrator's tasks,
Jonno also has a task of his own, TaskRedirect. By configuring Jonno's Out of Office, you will see how Jonno's
task is shared, while Administrator's tasks are not.

j- Click the Configuration icon in Jonno's K2 Workspace. Click the Out of Office tab. Change Jonno's
status to Out of Office, then click the Add button in the Forward all work items to pane.
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Logged in as

DENALLIXWonng

ication Evenl.s-| Security| User Settings | Conﬁgurarion icon... |
Weorklist >> DENALLIX\Wonno
Selected Filter. [Defaull v | Quick Search: [al
] |‘IP | Folio Process Name | Activity Name Status
= @ e
o w Out of Office Configuration (K2:DENALLIX\Jonno) Available
O % Available
o Filters Columns P
O w lam: () In the Office Avallable
u! of the Office
Forward all work items to
X pece
User Type
Exception Rules
4 Add| [ Eait| X
Rule Mame
k. Enter
bob

into the search text box and click the Search button. When you see Bob's name displayed, CHECK
the box to the left of his name and click OK. If you see a confirmation dialog, click OK.

Select users to add to the Forward All list

Users/Groups

Search;

|S1al‘.s With |+ | fbob | |
Security Label: / Domain: Search For:

[ e L] A ]
@ select All| O clear all|

Name | Type | Label | Domain

Bob User K2 DENALLIX

oK

Close

l. On the Out of Office Configuration page, click OK twice to commit the setting.
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Qut of Office Configuration (K2:DENALLIX\Jonno) E

Filters Columns Out of Office
lam: () Inthe Office
(® Out of the Office

Forward all work items to

4 Add| X [
User Type
K2:DEMNALLIX\Bob User
~
LY
Exception Rules
4 Add| [ Edit| X |
Rule Name
~
W

Now you will open Bob's K2 Workspace and confirm that Jonno's task is now shared with him.

m. Use the User Shortcuts to open Bob's IE. Bob is a member of the Finance group.

£ IE (Anthony)
IE (Blake)

8 IE(Bob)

2 IE (Mike)

8 IE (Rick) Finance

(?l Qutleok (Antheny) Headquarters [

£ Outlook (Blake) Human Resources  »

8 Outlock (Bob) Legal »

B Outlook (Mike) Operations C

8 Outlook (Rick) Sales 3
Diistributars 3
Partners [3
Regional Offices 3

e 11:27 AM
User Shorteuts |« B 77

n. With Bob's IE the active browser, launch another instance of K2 Workspace. (Start > All Programs >
K2 blackpearl > K2 Workspace)

Notice that Jonno's TaskRedirect task is now shared with Bob.

Logged in as
DENALLIX\Bob

K2 blackpear!

ication Events | Security | User Settings | |

Worklist >> DENALLIX\Bob

Selected Filter: [Default| v | Quick Search: [Al A | &

0O ™ | Folio | Process Name | Activity Name | status |
3 @ (1 ftem)

||:| ‘\“ TaskRedirect Workflow Administration Sample Sample User Task Activity Available I

Previous | Page 1of 1 | Next

You've learned how a user can share their tasks by configuring their Out of Office settings. As a K2 administrator,
you can manage Out of Office settings for other users, in addition to your own. You can add, edit and remove Out
of Office settings from the K2 Management site.
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Note

If you have a user that frequently switches from In Office to Out of Office, one option for quickly managing
their settings is to not remove them (when In Office), but to simply UNCHECK the Out of Office check-box
(then Save) to toggle back and forth. This will save a great deal of time if your users do not manage their own
Out of Office settings.

0. Switch to Administrator's browser and access the K2 Management site. Expand the Users node,
then click the Out of Office option. Notice in the central pane, there are two users listed, Denallix
Administrator and Jonathan King (Jonno). (You may need to refresh the browser.) Each time a user
configures their own Out of Office settings, the Administrator will see (and be able to manage) their
configuration from the K2 Management site. UNCHECK the Out of Office box for Administrator. Click

Save.
Out of Office
Management 0
&= add S Edit M B save
Dashboard MAME OUT OF OFFICE
Categuries % Denallix Administrator 0
Environment Library "
e Jonathan King
* Features
<4 < b

Servers

3 A~ Authentication

3 % Integration
» § Workflow Server
J L Users
#L Roles
[>+ Out of Office
« Task List
> H K2

@ Denallix Administrator — »ee

p. Once again, switch to Jonno's IE and K2 Workspace. Click the Refresh My Tasks icon. Notice now, Admin-

istrator's tasks are no longer shared with Jonno.

Logged in as
DENALLIXWonno

fication Events | Secunty' User Sell|ngs| Refresh My Tasks |

Worklist >> DENALLIX\Jonno

Selected Fitler: [Default w | Quick Search: [Al v PR B3 [

[] [™ [Foio | Process Name | Activity Name | Status |
= H 1 mm)

| ] ¥  TaskRedirect Workilow Adminisiration Sample Sample User Task Activity Avallable |

Previous | Page 1 of 1 | Next

One last concept to explore when configuring Out of Office settings is exceptions. By default, all processes are
shared with the target user when configuring Out of Office. Exceptions allow users or administrators to specify indi-

vidual processes or process activities to be shared, rather than having all processes shared.

g. Switch back to Administrator's K2 Management site. You should still be on the Out of Office screen,
but if you are not, expand the Users node, then click Out of Office. In the central pane, CHECK the
box to the left of Jonathan King (Jonno), then click Edit. On the Edit Out of Office User screen, locate
the Exceptions section (on the lower half of the screen) and click the plus (+) icon.
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Out of Office

4= Add  # Edit X Remove [ Save

NAME OUT OF OFFICE

& Denallix Adminishgtor

0 & Jonathan King

Edit Out of Office User N 0O X

Jonathan King
Jonno@denallix.com

® Out of Office
In the Office

Forward To

Bob Maggio

Elr

@

Exceptions

No exceptions

@

r. The Add Out of Office Exception screen is now displayed. For the Name, enter
Sample User Tasks Only
then click the spyglass to the right of the Process text box.

Add Out of Office Exception =]
name  [[Sample ser Tazks Oriy | % |

Frs

Aty
Users

MO exceprion destinaticns

e

s. You will now search for the correct process. In the Search text box, enter

workflow
then click the spyglass to the right of the field. Click to highlight the Workflow Administration
Sample, then click OK. (Your screen may or may not have additional processes displayed.)
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Search

workflow e

DISPLAY NAME

X

0-

I K2 Learning\WorkflowadministrationtWorkflow Administration Sample

Portal PostalLibranyPortalLibrary Workfow 1

Portal Testk2 457 AppList\TestK2a5PAppList Workflow
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t. Onthe Add Out of Office Exception screen, click the spyglass to the right of the Activity text box.

u. Onthe Search screen, enter
sample
for the search criteria, then click the s
then click OK.

pyglass. Click to highlight the Sample User Task Activity,

Search

s.ample@

DISPLAY NAME

@,0

X

I Sample|User Task Activity

SRS '

V. The last setting is to assign the target

user for Jonno's Out of Office, Sample User Tasks Only, excep-

tion. In the Users section, click the plus (+) icon.

W.

On the Add User screen, click the 'More...' link. For the Search value, select or confirm Users. Con-

firm to change the Label to K2. Confirm or change the Type to Contains. Enter

anthony
in the search text box, then click the s

pyglass.

Add User

anthany @

O X

(D)2
@I_.'Il;re.l..

Search

Users A
Label

K2 @ '
Type

Contains v

Recent

No Recent Users
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X. Anthony's account is displayed just below the search settings. Click SELECT to add Anthony as the
target user for Jonno's Out of Office exception.

anthary »
Less..
Search
Users A
Label
K2 A
Type
Cantains A
Anthony Petro D

y. On the Add Out of Office Exception screen, review the Name, Process, Activity and User information,

then click Save.

Mame Sample User Tasks Only

Process  Iratiom\Workflow Administration Sample '|-E| D

Activity Sample User Task Activity me

Users

Add Out of Office Exception .4

Anthony Petro

El

z. On the Edit Out of Office User screen, click Save once again to commit the exception addition.
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Forward To
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STEP 2 REVIEW

In this step, you worked with the Out of Office feature and learned how users can manage their own Out of Office set-
tings through K2 Workspace. Configuring Out of Office essentially shares the task(s) with the target user. One tip is to
simply toggle the Out of Office setting (from in-office to out-of-office), instead of removing it. This is helpful if your
users need to activate/deactivate this feature often. By default, K2 shares all of the processes with the target user if
Out of Office is activated. Exceptions can be added to filter which processes and activities are shared.

The K2 administrator can manage Out of Office settings for all users, while users can manage just their own settings.
The K2 administrator manages Out of Office through the K2 Management site.

The Out of Office feature helps to ensure that workflows continue to move along, even if the destination user is
unavailable. Another common use for this feature is to assign Out of Office sharing for executives that want another
user (an assistant perhaps), to manage their workflow tasks.

In the next section, you will take a look at permissions in K2. If you are ready to continue, click the Managing Per-
missions link to get started. (If you are continuing on, leave the |IE instances open for Anthony and Bob, as you will use
them in the next section.)
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EXERCISE 4: Managing security and setting permissions

EXERCISE 4: Managing security and setting Video
permissions

= Scenario:
= Give a user rights to publish items to the K2 environment
* Manage the permissions for a workflow

5 15 mins

This exercise describes how to manage some permissions and security in K2. You will learn:

m Setting K2 permissions to restrict who may do what in your K2 environment

m Giving a user publishing permissions in our environment so that they can deploy workflow definitions to the K2
environment

m Managing the permissions for a sample workflow to control who may start, administer and report on the workflow

When you are ready, continue with K2 Administration: Managing Permissions to start the exercise.

Managing Permissions

As a K2 administrator, you will manage server rights and workflow rights. In this section, you will take a look at the more
common permissions you are likely to assign, and the level of security those permissions grant. Most permissions can
be assigned to individual users or groups.

There are three levels of permissions that you (as the K2 administrator) will work with. The following is a high-level over-
view:

m K2 Administrator: This user has full-control over the K2 environment. This user will likely interact with other sys-
tem, network and database resources as well. If this user does not have access to these other resources, they
will need to work with the individuals that do. Typically, there are very few K2 administrators within the organ-
ization (one or two perhaps). The K2 administrator assigns server rights and often workflow rights to other users.
K2 administrators manage the entire K2 environment.

m Server Rights: There are three options for Server Rights permissions.

= Admin: Full control; this is the K2 administrator. Again, usually only one or two people are full K2 Admins.
m Export: Users with Export rights can publish (deploy) workflows. Assign this right to users that will be build-
ing workflows and will need to deploy them, or users that need to use the K2 Package and Deployment
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tool to deploy packages. Some organizations prefer to limit the number of users that actually build and
deploy workflows as a quality control measure, while others grant export rights to all of their users.

m Impersonate: This is a system right that allows an account to impersonate another user after the initial con-
nection is established. This is an advanced use case that is not covered in this tutorial.

] ) )
=- Management Server Rights

4 Add F Edit X ve (s Refresh
8 Dashboard Selected Filter:  Default R 2
Categories Quick Search: Al fields h's (_:,
Environment Library E RIGHTS
. Features
B = f Denallix Administrator Admin, E):_(:t!.':. |II'|)|"'.I?II‘.|I'.('
Servers
& PORTAL MEMBERS Expart
Authentication
&, PORTAL OWNERS Export
Integration -
« < ?

& Server Rights

Woarking Hours

Schedules

m Workflow Rights: Workflow Rights are permissions that are assigned to each individual process. At some
point in time, you may build a workflow for a specific target group of users. To prevent other users from
submitting the workflow, you can control the workflow access with workflow rights. Workflow rights consist
of the following:

= Admin: Required to view, add and edit the rights for a deployed process, as well as administer act-
ive workflow instances.

m Start: Users with start rights can start process instances.

m View: Users with view rights can report on all instances of a workflow.

m View Participate: Users with view participate rights can report only on those workflow instances
where they are the originator (submitted the original form), or where they actioned a user task.

m Server Event: This is a special type of permission used for asynchronous server tasks, where an
external system completes a K2 server event. This is an advanced use case that is not covered in
this tutorial.

Workllows Instances

Management

Workflow Projects

Dashboard

Categories ol & Roles
@ Environment Library Selected Filter: Defaulr R 2
" Features Quick Search: Al fields Pt C‘
Senvers NAME MODIFIED BY MODIFIED DATE
Authentication B Workfiow administration Sarkple Denallix Administrator TI26/2016
3> W Integration
Workflow Server Workflow Rights \
Workflows =
= add X Rer By save ) Refresh
Server Rights
) Selected Filter:  Default AU 2
Working Hours
Srhedulas Quick Search: Al fields R o]
MAME ADMIN  START VIEW  VIEW PARTICIP.. SERVER EVENT

 Errors

Y Denallix Admini. true false false false false

@ Denallix Administrator Domain Users false true truse false false
Note

This tutorial requires that you have deployed the Workflow Administration Sample as described in the Download
and deploy a simple K2 package tutorial.
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Note

This tutorial includes steps using the K2 Management site. You must have K2 blackpearl 4.7 or later to complete
this tutorial as the steps and screen shots are specific to the K2 Management site.

Step 1: Give a user export rights so that they can deploy (publish) workflows
In this Step, you will grant Anthony (export) rights so that he can deploy (or publish) workflows.

Step 1 Tasks
1. Grant Anthony (export) rights.

Step 1 Walkthrough

a. Launch the K2 Management site for Administrator (if it is not already). (Start > All Programs > K2
blackpearl > K2 Management)

b. Navigate to the Server Rights option found in the Workflow Server > Workflows node.

=.. Management

®m Dashboard

> mw Categories

N M N\

J H Workflow Server
3 . Workflows
Server Rights
Working Hours
Schedules

Errors

@ Denallix Administrator see

c. When the Server Rights screen opens in the central pane, click Add. Confirm the Labelis set to K2,
then enter

anthony
into the search text box. (Leave the other default values as is.) Click the spyglass or Search button.

‘;{'Iii Rights

o Add  # Edt M Femaove
MAME BIGHTS

& Denallic Administrator Admin, EXDOIT, IMgersonate
*  pogTe] Server Rights - Add Users and Groups

e

& Pow  add Users, Groups and Roles

Searche M b anthorny £ Search

d. Anthony's full name should appear in the search results pane. Click to highlight Anthony's name,
then click Add. Click Next. (While this may appear to be a bit tedious, the reason behind the multiple
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steps is so you can search for, then add, several users at the same time, then click Next to assign the
server rights all at once.)

+ )
NAME ACCOUNT TYPE LABEL EMAIL
I & Anthony Petra DEMALLECARthomy User K2 AnthonySdenallix.com I
&« < 1 >
x Remove
HAME ACCOUNT TY-. LAB... EMAIL
& snthony Petro DENALLEAMthamy User K2 Anthony@denallix.com

€. You should now see Anthony's name listed with the Server Rights options. CHECK the box in the
Export column, then click Finish.

Add Users, Groups and Roles

NAME ADMIN EXPORT IMPERSOMATE

Anthony Petro

« < >

Anthony now has server rights to publish, or deploy, workflows.

Server Rights

4 add A Edit ¥ Remove

NAME RIGHTS

& Denallix Administrator Adrnin, EXport, Impersanate
& Anthony Petro Export

& PORTAL MEMBERS Export

L PORTAL OWNERS Expaort

STEP 1 REVIEW

In this step, you granted Anthony (export) rights so that he can publish (deploy) workflows. In the image above, notice
that all Portal Members and Owners also have export rights. Typically, you would not grant individual users rights if
you have already granted all users export rights. (The assumption is that all users are included in the Portal Members
group.) Some organizations may grant export rights to a handful of users as a quality control measure. Users in this
scenario are most likely application designers and have had more advanced training than the typical user. Other
organizations grant all users export rights and allow everyone to build and deploy workflows.

Step 2: Give one user admin rights and another start rights

Now you are going to work with Workflow Rights, or permissions assigned to a single process. In the following steps,
you will grant Bob (admin) rights to the Workflow Administration Sample process. You want Bob to be able to manage
the permissions for this process. You will then grant all other users (start) rights so that everyone can start this work-

flow.

Step 2 Tasks
1. Grant Bob (admin) rights for the Workflow Administration Sample process.

2. Grant Domain Users (start) rights on the same process.

Step 2 Walkthrough
a. Stillin the K2 Management site, expand the Workflow Server node (if it isn't already), then click
Workflows. A list of workflow projects are displayed in the central pane. Click to highlight the Work-
flow Administration Sample process, then click the Rights button located in the navigation pane.
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m Dashboard
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Servers MAME MODIFIED BY MODIFIED DATE
» M Authentication IE workflow Administration Sample Denallix Admindstrator F22016 I
» # Integration
J B Workflow Server

AISARCTIONS & < 1>

& Server Rights

At this point, you should see that Administrator is the only user with workflow rights. (If on a K2-provided VM.) Now

you are going to add Bob and give him admin rights. This will allow Bob to grant permissions to other users for this
single workflow process as he needs to.

b. Inthe Workflow Rights screen, click Add.
c. Confirm the Label is set to K2, then search for and Add Bob. Click Next.

Process Rights - Add Users and Groups 0 X

Add Users, Groups and Roles

Search: All v £ Search
v

Type: Contains o
+ @
MNAME ACCOUNT TYFPE LABEL EMAIL
& Eob Maggio DENALLDOECh User K2 Bob@®denallix.com
LCO 12
3 Remove
NAME ACCOUNT L LAR... EMAIL
£, Bob Maggio DENALLINBob Uiser K2 Bob@denallix.com

o

d. You should now see a screen displaying Bob's name and the Workflow Rights options. CHECK the
box for Admin, then click Finish.

Process Rights - Add Users and Groups 0 X
Add Users, Groups and Roles

HAME ADMIN START VIEW VIEW PARTICIPATE SERVER EVE...
Bob Maggio

< L2

On the Workflow Rights screen, you should see that Bob has been added with admin rights to the Workflow Admin-
istration Sample process. Bob is now able to grant permissions to other users for this process.
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Manage Workflow Rights (K2 Learning\Workflow Administration\Workflow Administration Samgple) 0 X

Workflow Rights

= add X Remove B Save ) Refresh

MAME ADMIN START VIEW VIEW PARTL.. SERVER EVE...
:. Denallix Administrator True False False False False

&, Bob Maggio True False False False False

Now you will grant start rights to all users. This is allow anyone to submit the Workflow Administration Sample pro-

cess.

e. Click Add once again.

f. Onthe Add User, Groups and Roles screen, confirm the Label is set to K2, then search for

domain users
then click Add when you see Domain Users in the results pane. Click Next.

Process Rights - Add Users and Groups 0O X
Add Users, Groups and Roles

Search: All v domain users 2 Search

| Laber K2 v |
Type: Contalns v
+ Q)
NAME ACCOUNT TYPE LABEL EMAIL
& Domain Users DENALLEODOMaIN Users Group K2
“ < Bl G
x Remove
NAME ACCOUNT ... LAB... EMAIL
A Domain Users DENALLDODomain Users Group K2

CHECK the box in the Start column, then click Finish.

Add Users, Groups and Roles

NAME ADMIN START VIE... VIEW PARTICIPATE SERVER EVE...

Domain Users

KL < 1 >

m
o
=5

ncel

All domain users now have the necessary permissions to start the Workflow Administration Sample process.
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Workflow Rights

4 Add X Remove B Save () Refresh
NAME ADMIN START VIEW VIEW PARTL.. SERVER EVE...

&, Denallix Administrator True False False False False

&, Bob Maggio True False False False False

I"!"— Domain Users False True False Falze False I

Workflow rights can be assigned to both individual users and groups of users. To delete the workflow rights for a
user or group, click to highlight the name, then click Remove. Close the Workflow Rights screen.

Worlkflow Rights

o B e G o

NAME ADMIN START VIEW WVIEW PARTL.. SERVER EVE...
&, Denallix Administrator True False False False False

q!_, Bob Magzio True False False False False

I &= Domain Users False True False False False I

STEP 2 REVIEW

In this final step, you granted permissions, or workflow rights, to the Workflow Administration Sample process. With
admin level rights, Bob can now assign permissions for this process as he needs to. All domain users now have the
ability to start this workflow. In this step, you observed how you can assign rights to both individuals and groups. To
delete the rights for a user or group, simply highlight the name, then click Remove.

'You have now completed the Administering K2 tutorial. If you would like to review the topics covered, or work through
some challenge exercises, continue on to the Summary and Challenge Steps.

Administering K2 - Summary and Challenge Steps

The K2 Management site contains tools for administering the K2 environment, server permissions, Out of Office set-
tings, errors and process management, to name a few. This site will typically be accessed by users that are K2 admin-
istrators. The K2 Workspace is designed to give each user a platform for managing workflows tasks assigned to them,
starting new process instances, configuring their Out of Office settings and viewing their workflow reports.

K2 Management Site
The K2 Management site is the primary location for administering deployed processes and managing environmental
settings. The following is a summary of the Administering K2 tutorial:

m Package and Deployment: In this section, you downloaded and deployed the Workflow Administration Sample
process using the K2 Package and Deployment tool. The K2 Package and Deployment tool is primarily used to
package applications from one environment and deploy them to another environment. For example, you might
build an application on a development server, then package and deploy it to a production server. You are able to
deploy forms, views, SmartObjects, workflows and other related K2 artifacts using this tool.

m Managing Processes and Process Instances: In this section, you started a number process instances directly
from the K2 Management site. This allows you to test and troubleshoot workflows without having to open and
submit forms. You also started, stopped and deleted instances. Stopping an instance pauses, or suspends it,
until it is restarted. Deleting an instance will completely remove the process instance from K2. In this section, you
also used the Go To Activity option to send a workflow to a different step. This is quite useful for sending work-
flows backin time. For example, if a user needs adjust their form entry, you can send the workflow back to the
step they were working on. K2 will have saved the form content and the user can simply open the form and
resume.

m Managing Task Lists: A Task List is simply a list of tasks assigned to a user. The task itself is referred to as a
task listitem. You can redirect task list items from one user to another. Acommon scenario is the destination
user assigned a task is not available and the form originator would like to redirect the task to another user so that
the workflow can keep moving along. With the Out of Office feature, both K2 administrators and users
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themselves can set up and manage alternative users to share their task list items with. Out of Office does not
remove the task from the original destination user, instead it makes a copy for the alternative user. Aside from
users being literally out of the office, another common use for this feature is for executives to forward their task
list items to an assistant, again to keep the workflow process moving.

m Managing Permissions: Typically speaking, the K2 administrator will manage server rights and workflow rights.
The most common permission setting in Server Rights is the export option, which allows users to publish (or
deploy) workflows. Some organizations limit the number of users that can deploy workflows as a quality control
measure. Other organizations allow all of their users to build and deploy workflows as they need to. You learned
that you must grant users at least start rights for them to be able to start a workflow. View rights are also a com-
mon option and allow the user to run reports against the workflow.

If you would like to further test the knowledge you gained while working through this tutorial, continue on to the following
challenge exercises.

Note
The challenge exercises require that you have deployed the Workflow Administration Sample as described in the

Download and deploy a simple K2 package tutorial and started instances of this workflow as described in the
Managing Processes and Process Instances tutorial.

Challenge 1: Filter task list items
Challenge 1 Task

1. Filter the task list items so that you are viewing only Jonno's tasks.

2. Filter the task list items so that you are viewing only the 'Normal Execution’ process instances.
3. Do not filter the task list items and instead, view all task list items.

Challenge 1 Solution

Filter the task list items so that you are viewing only Jonno's tasks.

a. Inthe K2 Management site, click the Task List option found under the Users node.

b. Inthe central pane, locate the Destination filter and enter jonno. Click the spyglass or Search button

located near the middle of the screen on the right-hand side. There should be one task displayed in
the results pane (TaskRedirect).

Filter the task list items so that you are viewing tasks that contain 'Normal Execution' in the process instance name.

a. Highlight and delete the entry you just made in the destination filter. In the Folio filter, enter normal,

then click the Search button. There should be two tasks displayed in the results pane (Normal Exe-
cution 1 and Normal Execution 2)

Do not filter the task list items and instead, view all of the task list items.

a. Delete the entry you just made in the Folio filter. Click the Search button without entering any filters.

There should be at least four tasks displayed in the results pane. (TaskRedirect, StartStop, Normal
Execution1 and Normal Execution?2)

Challenge 2: Remove permissions for domain users and add start rights for the Finance
group
Challenge 2 Task

1. Remove the permissions for the Domain Users in the Workflow Administration Sample process.
Add start permissions for the Finance group.

Challenge 2 Solution

a. Navigate to the Workflow Projects screen. (Workflow Server > Workflows) Click to highlight the
Workflow Administration Sample process, then click the Rights button.

b. Click to highlight the Domain Users group, then click Remove.
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c. Click Add. Confirm the Label is set to K2, then change the Search scope from 'All' to Groups. Search
for finance.

d. Assign the Finance group start rights.
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100.EDI: Building Workflows and SmartObjects with K2 Studio

Duration: 4 hours Video

Building Workflows and SmartObjects with
K2 Studio

Intreduction to K2 Studio

Building workflows in K2 Studio

More complex workflow implementation
Formatting workflows for clarity

Building SmartObjects in K2 Studio
SmartObject architecture and terminology
Advanced and composite SmartObjects

v HOLDINGS, INC. ALL IBGHTS RESERVED

The 100.EDI: Building Workflows and SmartObjects with K2 Studio training module is focused on using K2 Studio to
build more advanced workflows and more advanced SmartObjects. This module assumes that you have some basic
knowledge of K2, such as having completed the 700ABZ: Introduction to K2and 100BHX: Introduction to K2 Applic-
ations with K2 Designerlearning modules.

This module covers the following concepts:

Working with K2 Studio

Building basic workflows in K2 Studio

How to implement advanced workflow concepts like conditional outcomes, parallel paths, loops and escalations
A deeper look at SmartObject architecture and authentication

Building SmartObjects that integrate with other systems and building composite SmartObjects that combine data
from different systems

m Some recommended design patterns and practices when building K2 applications

Note

Many of the design concepts and user interfaces described in this learning module apply equally to K2 for Visual
Studio. Some of the advanced workflow and SmartObjects concepts also apply to the browser-based K2 Designer
tool.
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Part 1: Workflows in K2 Studio
| >

Video

PART 1
Workflows in K2 Studio

In Part 1 we will look at building workflows with K2 Studio, and also at some more advanced things you can do with K2
workflows such as loops, escalations, parallel paths, conditional paths and more. There are two exercises in this mod-
ule, the first exercise will look at basic workflow components in K2 Studio and the second will look at more advanced
workflow concepts.

Note
The workflow we will build in Part 1 will be used by the SmartObject we will create in Part 2.
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EXERCISE 1: Building basic Workflows with K2 Studio

EXERCISE 1: Building basic Workflows with K2 || video
Studio

= Scenario: Start building the workflow component of the
Temporary Access Application

= Notes

= Because this module focuses on workflows and SmartObjects, we have
provided pre-built SmartFaorms for this application

= Deploy these Forms first, then start building the workflow

= The workflow will not be complete after this Exercise, there are additional
steps we will do in Exercise 2

== = We will add some Activities, Client Events, Server Events and Lines to the
workflow

= Complete Exercise Steps 1 through 6

é 30 -45 mins

In this exercise, we will start building the workflow component of the Temporary Access Application. You will learn how
to create a project in K2 Studio, add a workflow to the project and then learn how to work with the K2 Studio design can-
vas to add and configure Activities, Events (Server and Client Events) and Lines.

Because this module focuses on workflows and SmartObjects, we have provided pre-built SmartForms and two
SmartObijects for this application. You will deploy these items first, before building the workflow.

Note
At the end of this exercise, the workflow will NOT be complete yet. You have to complete the exercise in the next

part as well before you can deploy the workflow.

The screenshot below shows what the workflow will look like at the end of this exercise.
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The workflow as it will look at the end of Exercise 1

O Start
|

lf(?-. Approval 8 Rejected : .-'0, ‘ Rejected &
m Manager Approval E Set Status Rejected
- j Send Rejected Notification

Approved and AD Account required

pannbal Jou JUnoIdY (1Y pue pasosddy

.  Create AD Account 8
%
E Create new Account
I.
&  Approved 8
&
E3  Set Status Approved

-

When you are ready to begin, start by reviewing the design of the Temporary Access Application, and then you can
move on to the exercise Temporary Access Application: Part 1 to start building the application.

Temporary Access Application (K2 Studio)

This tutorial will teach you how to build workflows and SmartObjects with K2 Studio. The sample scenario for this
tutorial is the Temporary Access Application, where employees can request temporary access to the premises and sys-
tems of an organization. Think of contractors or consultants that come on-site and need some kind of system access or
security access for the duration of their visit. It is a type of on-boarding and off-boarding application, where systems
and humans work together to make sure that resources are in place before someone starts, and that the necessary
steps are performed once those users have left to revoke access. The primary driver for this application is security, so
that any access to the organization is approved and so that it is easy for anyone in the organization to see who is
allowed to be on the premises. As part of this application, automatic actions are applied by the workflow to terminate
access at specific dates, if no user overrides have occurred.

Note

Users familiar with K2 Workspace will notice that, from K2 4.7 onward, many of the workspace features
have been moved to the new K2 Management site. The K2 Management site contains the tools com-
monly used to administer the K2 environment, plus several new additions. K2 administrators (full control)
will use the K2 Management site to manage task lists (worklists), server and process rights, out-of-office
settings, errors, etc. New additions to the K2 Management site include the ability to register new service
types and service instances, generate and execute SmartObjects and view categories (both K2 Designer
and system).

This tutorial can be completed in any environment that has K2 blackpearl 4.7 (or later) or K2 Appit 1.5 (or
later) installed. The screen shots and users in the tutorial reflect the standard K2-provided virtual envir-
onment, commonly used for K2 blackpearl training events. You can, however, complete this tutorial in
any other environment as long as the necessary K2 components are installed and operational, though
your screens and users may be different. You must also have the necessary rights and permissions to
create the K2 artifacts in the target environment. Be aware that it may be difficult to follow the steps in this
tutorial if you are working in a K2 blackpearl version prior to 4.7.
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Some tutorials require that you have internet access to be able to connect to an external SQL database
used for retrieving data. Those tutorials will contain additional information on internet connection require-
ments.

Since this tutorial focuses on workflows and SmartObjects built with K2 Studio, you will be provided with a starter project
that contains the basic SmartObjects and SmartForms used for the application.

Tutorial Overview
The sections in this tutorial are designed to help you become familiar with K2 Studio and how to build workflows and
SmartObjects with K2 Studio.

In Part 1, you will build the workflow component of the Temporary Access Application. You will be using K2 Studio to
build the workflow, and you will learn about some more advanced workflow concepts like conditional lines, evaluating
user data and business data in a line, escalations, loop-back lines and more. You will also become familiar with the K2
Studio workflow design environment and how to format workflows for clarity.

In Part 4, you will create a composite SmartObject in K2 Studio that will combine data from the workflow reporting ser-
vice with data from the K2 SmartBox service. In effect, you are going to combine workflow reporting data with business
data to build a report that is relevant to your users, so that users can easily see which temporary access authorizations
are in effect and what the workflow status is.

Before building your application, it is important to understand what you want to achieve by designing the necessary
pieces of the application. Let's start with the workflow component.

Workflow Design

The diagram below shows the conceptual flow of the Temporary Access Application workflow. You've laid out your flow-
chart in a swim-lane format, where you have separated the user tasks and system tasks into separate lanes. (The user
tasks have been highlighted in a light blue color.)

In your workflow, a user submits a new temporary access request which is routed to their manager for approval. The
access request includes information like the temporary user's name and company, the start date and end date of the
request, whether an Active Directory (AD) account should be created for the user and whether there are additional IT
and HR tasks for the request. If the request is rejected, the system will set the access request status to rejected and
email the originator. If the request is approved, the system will determine whether a new AD user account was reques-
ted for the temporary user.

If an account was requested, the system will automatically create a new AD account for the temporary user. Once this

is complete (or if no account was requested), the workflow will mark the status of the request as approved. Then, K2 will
determine whether there were additional IT tasks and/or HR tasks and route the workflow accordingly. Note that if both
IT and HR tasks were selected, the workflow will split into a parallel execution mode, since there is no reason for IT to
wait on HR or vice-versa. Once the required tasks are complete (or if there were no additional HR or IT tasks), the work-
flow will wait until the day before the temporary access end date. Then, the requester must decide whether or not to
extend the access for the temporary user. If access is extended, the workflow will loop back to the extend access step
and wait until the day before the new end date.

If the originator selects the not to extend the access, the system will set the access request status to expired. If an AD
account was created for the temporary user, the account will be automatically disabled.

As a security measure, you will also configure the workflow to expire the extended access step one day after the end
date, in case the originator does not complete their task. In this case, the workflow will automatically set the access
request status to expired and if necessary, disable the AD user account for the temporary user.
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The Temporary Access workflow conceptual design

Temporary Access Request Workflow
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From a learning perspective, this workflow contains a number of interesting paths and escalations, including con-
ditional lines, evaluation of user decisions along with business data, activities that loop back on themselves, parallel

execution, escalations and pausing the start of certain activities until a particular date.

Now that you understand the basic flow of the workflow, let's look at the forms used in the application.

Forms Design

This application will consist of a single K2 SmartForms form that is used to capture and display the temporary access
request information. Behind the scenes, this form has some logic that will check the current workflow step and select-
ively disable and hide certain sections of the form that are not applicable for the current user. Since this tutorial focuses
mainly on workflows and SmartObjects, do not be too concerned with the behavior and rules behind this form, just
understand the data that is being captured and displayed on the form, and that the workflow will behave differently
based on the data captured on the form.
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The Temporary Access request form

Temporary Access Request

Clicking this tab opens the I_ —
o
Temporary Access Report View r‘ Persen Information
Full Name [The temporary user's full name)
[« r he temporary user's company name)
The End Date is used by the l ampany m yu pory )
warkflow to calculate Task L prees
Start Dates and escalation . Start Date 6/9/2015 18
dates F Te—
T ==—fnd Date 6/10/2015 ]
R.cqur-\'.rl Infarmation
These fields are automatically L_'_ ——
populated through the AD - ) -
User SmartObject Requester Denallix Administrator
Approver Jonathan King
If this option is selected, the Depariment
warkflow will create an AD Ao kformation
User account for the user, e Attt
using the generated AD User I
Name field +/ AD Login Required
AD User Name temporany. usemame
v Additional IT Tasks
If this option is selected, the L_ ___:_;_-—:,;iffp
warkflow will route to the IT = IT Tasks Description (Additional tasks for the IT department are listed here)
Taszks step "/

If this option is selected, the
workflow will route to the HR T ——

Tasks step v Additional HR Tasks

HR Tasks Description (Additional tasks for the HR department are listed here

Chse

Data Design

This application requires three SmartObijects for its data components. The Temporary Access Request AD User
SmartObjectis used to automatically populate fields on the form with user information, as well as to save the requester
and approver details into the Temporary Access Request SmartObiject.

The Temporary Access Request SmartObjectis the primary SmartObject for this application and stores all of the data
captured for a temporary access request. This data is displayed on the forms and is used by the workflow.

Finally, the Temporary Access Request Composite SmartObject will be used to build a report of request data along
with workflow reporting data - see the Reports section for more information on this SmartObject.
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Temporary Access Temporary Access Request Temporary Access Request
Request AD User SmartObject Composite SmartObject
Sma I'tObJECt Used In Data Source Used In Data Sources
K2 SmartBox K2 SmartBox
Used In Data Source °-r= E Temporary Access Request SmartObject
a Active Directory K2 Workflow Reporting Service
Properties Temporary Access Request Workflow
Propert Type
Columns 1d Leteis A::uﬂumbnr Preperties
Nama Taut Full Name Text Property Type
DisplayMame Text Company Text Id AutoNumbaer
Emiail Text Start Date Date Full Name Text
Description Text End Date Date Company Text
Status Text Start Date Date
Manager Text Requester Text End Date Date
ManagerDisplayName Text Requester Emall Text Status Text
ManagerEmail Text Requester UserName Taxt Requester Text
Approver Taxt Requester Emall Text
Approver Email Text Requester UserName Text
Approver UserName Text Approver Text
Department Text Apprower Email Text
AD Login Required YesNo Approver UserName Text
AD UserName Text p At et
Additional IT Tasks Requested YesNo AD Login Required YesNo
Additional IT Tasks Description  Memao AD UserName Text
Additional HR Tasks Requested Yesho Additional IT Tasks Requested YesNo
Legend Additional HR Tasks Description  Memo Additlonal IT Tasks Description  Mema
T Additional HR Tasks Requested  YesNo
Additional HR Tasks Description Memo
o.l': Warkflow Workflow Start Date DateTime
Waorkflow Complete Date DateTime
E Forms Workflow Status Text
Workflow View Flow Text (URL)
@ Workflow Record 1D Number
Reports
Reports Design

In this application, you are going to create a single report which lists all the temporary access request records. What
makes this report interesting is that you will create a composite SmartObject which will combine data from the K2 Work-
flow Reporting service with data from the K2 SmartBox SmartObject service.

Access Requests Report

FULL NAME

First Test

Second Test

Third Test

Fourth Test

Fifth Test

COMPANY

First Test Company
Second Test Company
Third Test Company
Fourth Test Company

Fifth Test Company

START DATE END DATE
6/4/2015 6/8/2015
6/4/2015 6/7/2015
6/4/2015 6/4/2015
6/2/2015 6/9/2015
6/4/2015 6/5/2015

STATUS
Expired
Expired
Expired
Approved

Rejected

REQUESTER

Denallix Administrator

Denallix Administrator

Denallix Administrator

Denallix Administrator

Denallix Administrator

WORKFLOW STAT... WORKFLOW VIEW...
Completed https://k2.denalli...
Completed https://k2.denalli...
Completed https://k2.denalli...
Active https://k2.denalli...
Completed https://k2.denalli...

Double-clicking a
row launches the
Viaws Flow rapart

In effect, you are going to combine workflow reporting data with business data to build a report that is relevant to your
users. In this case, you want to create a view of temporary access requests that anyone in the organization can review
at any time, along with the workflow status and a link to the workflow. This is a security measure so that it is easy to see
who is allowed to access the premises and so that it is easy to track down a workflow if it is paused at a user task. You
might also use this report to identify if the workflow failed. To achieve this, you will build a composite SmartObject in K2
Studio, build a view against the SmartObject and then add the view to your Temporary Access request form.
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The Temporary Access Request Composite SmartObject conceptual design

Temporary Access Request
Composite SmartObject
Used In Data Sources
K2 SmartBox
E Temporary Access Request SmartObject
K2 Workflow Reporting Service
Temporary Access Request Workflow
Properties
Property Type
Id AutoNumber
Full Mame Text
Company Text
ID in the Temporary Start Date Date
Access Reguest
smartobject End Date Date
Status Text
joins to \\ Requester Text K2 SmartBox Service
Requester Email Text
::’I:E!:f:ri;?u:d " \\\\ Requaster UsarName Taxt Temporary Access Request SmartObject
Reporting Service Approver Text
Approver Email Text [ .-
Approver UserMame Text -
Department Text o
AD Login Required YesNo
AD UserName Text
Additional IT Tasks Requested YesNo
Additional IT Tasks Description Memao
Additional HR Tasks Requested  YesNo
Additional HR Tasks Description Memao K2 Workflow Reporting Service
Workflow Start Date DateTime - '
Workflow Complete Date DateTime Temporary Access Request Workflow
Workflow Status Text
'..-".u'-:\rk" [# 15T "."'-'1-.'.' | OW Text ||||:f| | -
Warkflow Recard ID Number ° .

From a learning perspective, the important point in this tutorial is how to build an advanced composite SmartObject that
combines data from different services. While you are using K2 services for this example, the principles apply equally to
other SmartObijects as well: you can use the same approach to build a SmartObject that, for example, combines data
from your HR SQL database with your Active Directory system to build a logical employee details SmartObject.

Building the Application

Now that you are familiar with the designs for each of the components (workflow, data, forms, reports), you are ready to
begin building the workflow and report parts of the application. (Again, because this tutorial focuses on workflows and
SmartObjects with K2 Studio, you will be provided a starter project with the forms and the majority of the data elements.
You will only focus on the workflow and composite SmartObject in this tutorial.)

When you are ready to start building the application, continue on to the Part 1: Building a workflow with K2 Studio.

Temporary Access Application: Part 1 (Building a workflow with K2 Studio)

In Part 1, you will build the basic parts of the workflow component for your Temporary Access application. Using K2 Stu-
dio to build the workflow, you will become familiar with the K2 Studio workflow design environment, how to build work-
flows and use wizards and how to format workflows for clarity.

Note
Note that the workflow will not be complete at the end of Part 1. You will add more advanced workflow concepts in
Part 2 before deploying the workflow and testing it. You must complete Part 1 before proceeding to Part 2.

Step 1: Download and deploy the Temporary Access starter project
Because this tutorial focuses on using K2 Studio to build workflows and advanced SmartObjects, you are provided with
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a starter project that contains the user interfaces (SmartForms) and SmartBox-based SmartObiject. (Other tutorials go
into more detail on creating basic SmartBox SmartObjects and SmartForms.)
You must deploy this starter project in your environment before beginning the application build.

Note

If you are using a virtual environment provided by K2, you may log into your environment using the following cre-

dentials:

User Name: Denallix\Administrator

Password: K2pass!

Step 1 Tasks

Step 1 Walkthrough

1. Download the K2 deployment package from http://help.k2.com/files/9872.

2. Use the K2 Package and Deployment tool to deploy the project file. (Start > All Programs > K2
blackpearl > K2 Package and Deployment)

3. Verify that the forms and SmartObject have been deployed.

Download the K2 project file located at http://help.k2.com/files/9872 and save it to your desktop.
(To download the file, enter the URL in your browser. You should then see a message with the
options to either open the file or save the file. Select Save As and save the file to your desktop.)

Launch the K2 Package and Deployment tool. (Start > All Programs > K2 blackpearl > K2 Pack-

Once the package and deployment tool has opened, from the right-side Actions column, click

For the File Name, Browse to the K2 project file that you previously saved to your desktop. (The file
name will be: K2Learning-100.EDI_K2Studiolntro.kspx.) Keep the default values for the remaining

a.
b.
age and Deployment)
C.
Deploy Package.
Actions
LOCALHOST
DILX:5555
gz Create New Package
g8 Edit Package
||-?:_ Deploy Packagel
d.
deployment options and click Next.
e.

On the Validate the deployment package screen, CHECK the box next to K2 Learning to select all
of the package elements. Wait a few seconds until you see the Ready indicators in the Status

column. Click Next to continue.

Thems o be deployesd: &

Deploy Package
Waldabe the deploysent packags o configurs Berel for deployment
wfigre - | ) Anelyre ;__';ju;g -
Hame Type eckion Srabas
= 0] k2 Leaming Cakegary
= [l 7 Temporary Soosds Apehe st ey
o @ Tempdorany bocest AD User SmartObject Srartibiect Craate Mew Sl | 5 Ready
o Temporary hocess Regquast Form Foam Creats Mew Form 5 Rmady
[ ] Temporary iucess Request Rem Yew e Create ew Yiew & Ready
o @) Tenpdor sy Artess Redquest SmartObgect ErnrtObject Crests Mew SmartOb.. § (5 Ready

Prope s .m LUk By
Mare Type W
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f. Allow a minute or two for the package deployment to process and complete. When you see the green
success indicators next to the deployment descriptions, click Finish. Close the K2 Package and
Deployment tool.

Note
The K2 Package and Deployment tool is the preferred tool for moving K2 artifacts between environments. For

example, if you build an application within a development environment and then want to deploy it to a pro-
duction environment. See the on-line help article on Package and Deployment for more information.

eaming-100.EDI_k

Drescriphion Curation
1 E2Learning-100.ED1_K2Studiatntro M5

() Temporary fccess AD Lser SmartObject SmartObject 6s

() Temporary Acoess Request SmartObiject SmarbObject (33

() Temporary Arcess Request Them Visw View 13

() Temporary Access Request Form Form 635

() Temporary Access Apphcation Category 544 e

() E2 Learring Category 08 ms
1) Peest-Deplayment s

g- Now you will confirm that the forms and SmartObjects have been deployed.
Launch K2 Designer (Start > All Programs > K2 blackpearl > K2 Designer)
(If the menu link is missing, contact your K2 administrator to obtain the URL for K2 Designer.)
h. Once K2 Designer has opened, browse to the following category:
All Items > K2 Learning > Temporary Access Application
You should see the following item view, form and two SmartObjects in this category. If all four arti-
facts are there, the deployment was successful, continue to Step 2.

2a htps://k2 denallicom/Diesignen

G B K2 Designer 52 K2 Workspace B Portsl B cA B Dev B B

[
B8 K2* DESIGNER

K2 Designer 1
Search: = J-r 4

= [T K2 Designer
= B My ltems
= P Al tems
B ] Actve Directory
[ M
[ Exchange
= K2 Learning
= 70 Hellp world
= [ Temporary Access Application
8| Temperary Access AD User SmartObject
# [ Temporary Access Request Form
# £ Temporary Access Request [tem View
] _='| Temporary Access Request SmartObject
B [ SharePosnt 2013

meE =

Step 1 Review
|In this step you downloaded and deployed a starter project for this tutorial. The starter project contains a view, a form
and two SmartObjects. You will be using these items in the workflow and the composite SmartObject steps later on.

Step 2: Create a new K2 Studio project and add a blank workflow
In this step you will create a new project with K2 Studio and add a workflow to the project.
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Step 2 Tasks

Field Value
K2 Type K2 Project
K2 Template K2 Project
Project Name K2 Learning
Location (Select a location such as C:\K2 Learning)
Target Frame- (use default value)
work

2. Add a folder called to the K2 Learning project and name it
Temporary Access Application

3. Add a new workflow to the project and name it
Temporary Access Application Workflow

Step 2 Walkthrough
a. Launch K2 Studio (Start > All Programs > K2 blackpearl > K2 Studio)
b. Click on File > New.

1. Launch K2 Studio and create a new project with the following settings:
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c. Create a new K2 Project with the following settings. Click Create when you are ready.

Field Value
K2 Type K2 Project
K2 Template K2 Project
Project Name K2 Learning
Location (Select a location such as C:\K2 Learning)
Target Frame- (use default value)
work
» K2 Studio
AL ~e = HER
Home | K2 Concepts
[ Save
& Open Available Templates
%, Deploy K2 Types
= Print i y
Y Crose m N i | 3 ]
. T o
Razent
K2 Project K2 Progess K2 SmartDbject
—
|
Options e
@ Heie mn
— .
K2 Project
Details @
Progect Mame K2 Learning
=
Lacation CAKZ LearnangVkZ Learnang.k Jprog @ |ezzal) Create
Target Framewark | NETFrarmework 4.0 =

d. Once the new project is created, right-click on the K2 Learning node and select Add > Folder.
Name the new folder
Temporary Access Application
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f. Notice that K2 Process and Blank Process are preselected for you. Name the new process
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Create

g. Once the workflow is created, click File > Save to save

Step 2 Review

your project.

In this step you created a new K2 Studio project and added a blank workflow to the project. You used a specific folder
structure (K2 Learning) so that when the workflow is deployed, it will deploy to the existing (K2 Learning) category that

was created for this application when you deployed the starter project.
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In this step you will add a data field to the workflow, then configure the workflow to start when the Temporary Access
Request Form is submitted. The data field is necessary as later on you will use this field to bind the workflow reporting
data (for example, number of process instances, average process instance duration, etc.) with the Temporary Access
Request (user details) data. You will then create a composite SmartObject that joins these two data sources, essen-

tially allowing you to create a report that combines workflow reporting data with business (user) data.

Note

The majority of the wizard configuration is specific to SmartForms because you want a SmartForm to start this par-
ticular workflow. If you use a different mechanism to start the workflow, the configuration and wizard screens will
be different. Other tutorials illustrate how to set up workflows that start with different forms or different event-based
mechanisms. The main thing to understand here is that you are using a wizard to configure how the workflow will
be started. SmartForms training dives into more detail about the SmartForms-specific configurations, so for now
do not be too concerned if you do not immediately grasp the form-workflow integration.

Step 3 Tasks

1. Add a data field to the workflow
Name: RecordID
Data Type: Integer

2. Use the SmartForms Integration wizard to configure the workflow to start when the Temporary
Access Request Form is submitted. Use the following settings:

Field Value

Form Temporary Access Request Form

State Use Existing State > NewRequest (Default)

Select Rule When Button Submit is Clicked. Move the Start Workflow
action up so that it happens right before the message is shown to
the user.

Item Reference Create an Item Reference called Temporary Access Request,
browse for and select the Temporary Access Request
SmartObject.

Data Binding Link the RecordID workflow data field with the ID of the Tem-
porary Access Request SmartObject

Folio FullName - Company from the Temporary Access Request
SmartObject

Step 3 Walkthrough

a. Firstyou willadd a data field to store the ID of the current process instance (SmartObject) record.
Open the Object Browser and then the Process/Activity Data tab. The goal is to have a rela-
tionship between the SmartObject record and the process instance.

Note

Workflows, Processes and Process Instances. In K2 terms, a process is the equivalent of a workflow (and
the two terms are used throughout the learning materials). That is, a process is made up of all the activities,
events and lines (and more) that provide some sort of business process automation. A process instance (also
referred to as a workflow instance) is a single occurrence of a process. For example, if Neil starts a workflow,
a process instance of that workflow is created by K2 on Neil's behalf. If Jason starts a workflow, a process
instance of that workflow is created on Jason's behalf.
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b. Right-click on the process name in the Process/Activity Data tab and select Add...

=G I Data Fields

ﬂﬂj & Cut | i New £+ @ Include
- S ={ Bl
Paste 3 Capg References Open Deploy o Frclude
1 Select All & New Folder
Clipboard [ Project [ Deployment
[E] Object Browser % w || Temporary Access Application ¥
Process/Activity Data -

o L&) XML Fields
L5 Associations
S A References

| A Activities .
E |_‘Z|"'_| Tempeorary Access Application Workflo Add._

C. Add a data field with the following settings:
Name: RecordID
Data Type: Integer
Click OK

Hame I Rezandil
Data Type:  Integer
Category Hone

Indtal Value:
Q
Metadala:

Descriplion

[ Hidden  [+] On Demand  [] Keep Audit

Add Data Field 24

d. Now you will configure the workflow to start when the Temporary Access Request Form is submitted.
Click on Process Wizards, then drag and drop the SmartForms Integration wizard into the Start
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e. Click Nexton the wizard Welcome page.

Request Form. Drag and drop the form into the Form text box.

Select Form and State

Select the Form to start the workflow:

Form I

Specify the State details for the Form:

Craale a néwr Slala;

Use an exisling Stale:

Make this Stale the defaull for the Form

Select an existing Form and then specify the stale opions for the Form. New stales are edilable in
Designer once the workflow is deployed.

SmartForms Integration B

f. Onthe Select Form and State screen, use the browse icon to select the Temporary Access

1

Envirenment {Development)
4 # 5, cRM Server(s)
H L& Exchange Senrver(s)

L l Mail Sarvers)

= £ %] SmartFoms Senver(s)
a By SmartFoams Designers
S £ SmartForms Designes Runtime

oo SmartFomms Designer Runtime S5L
oo SmartFomms Designer S5L (defauil)
B SmartFoms Runtime
o SmartFoms Runtime SSL (defaull)

= ’j EmartForms Senver

H [ Active Direclory
+ Ld CRM

L Exchange

o K2 Leaming

+ | Hello World

= 3 Temporary Access ication

| Temporary Access Request Form

+ | SharePoint 2073
n ¢ Back | Mext > | Finish # 3 syster
L Task Allccation
i = - = - — = '_ 3 Worldiow
a = i o
- Close

Click Next to continue.

Note

g. Forthe State of the form, select Use an Existing State and pick the NewRequest (Default) state.

A state represents the configuration and behavior of a form at a given point in the workflow. States are most
commonly configured at the user task event level. For example, you might want the form configuration to con-
tain certain fields for the manager approval task, then contain different fields for the originator rework task. K2
can use the same form and views with adjusted configurations 'assigned' to a specific state. Breaking this
down a little further, each user task can be assigned a state of its own. The form designer can then
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manipulate the form's styling and rules specific to that single state.

Select Form and State

Select the Form to start the workflow:

Farm I Refresh

Specify the State details for the Form:

Creabe a new Siate:

») Use an existing Stale: HevwiRequest (Defaull) u

Make this Stale the defauil for the Form

Select an exisling Form and then specify the slale options for the Form. New stabes are edifable in the K2

Dresigner once the workflow is deployed.
n Next )} Finish I Cancel

h. On the Configure Workflow Start Rule screen, select the When Button Submit is Clicked rule
from the Select Rule drop-down list. If you see a warning message, click OK to accept the warning.
Use the Move Up button to move the then Start the Temporary Access Application Workflow
Workflow action up so that it happens right before the message is shown to the user.

WARNING: Do not skip this step. Doing so will result in the workflow throwing an error.

SmartForms Integration 74

Configure Workflow Start Rule

q Select Rule: VWhen Button Submil is Clicked - m

i Move Up | e Blove Down @ Disable

<< Back

2] if the form passes validation

(=] then on Temporary Access Request ltem View View, execute the Create method

=

| [ £ then start the Temporary Access Application Workflow Workflow I
'_' then show a message to the user
I I then on Temporary Access Request ltem View View, execute the Clear method

721 then execute the Initializing Form method

Configure the mule that is used to start the workflow. The rules associated with the selected state are updaled
in the Form definition once the workflow is deployed and can be further edited in the K2 Designer.

n Next )> Finish | Cancel
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What you are doing in this step is to tell the workflow to start when the user clicks the submit button on the request

form. This particular configuration is specific to K2 SmartForms. If you were using a different form technology, you
would configure the workflow start rule differently.

i. Click Nextto continue.

j- Onthe Configure Item Reference screen, select the Create Item Reference option.
Name the ltem Reference
Temporary Access Request

Configure ltem Reference

Item Reference Settings

Create an ltem Referance

Item Reference Mame: I| Temporary Access Request

SmartObject: I| n

Use the ellipsis button to browse for and select, then drag, the Temporary Access Request SmartObjectinto
the SmartObject field.

SmartForms Integration &

Context Browser

Configure ltem Reference RS ORN S =
4 A Category Senver(s) e
item Reference Settings g -:T.'. CRM Server(s)
T £ Exchange Servens)
@] Create an ltem Reference = =4 Mail Serveris)

o) SmarForms Server(s)
Hem Reference Name: I Temporary Access Request fx .::!‘ SmartForms Designer
EmanCoject I Temporary Access Request llem View - Temporary_Access_Req f o SmatForms Designer Rustime
B SmartForms Designer Ruslime SSL

By SmartForms Designer SSL (defaull)

By SmartFomms Runtime

oy SmartForms Runtime SSL (default)
= FY Smariforms Server

= 3 K2 Leaming
= & Temporary Access Application

= | 4| Temporary Access Request Form
= [T Temporary Access Request Hem View
la) Temporary Access Request SmanObject |
8 SmafObject Senners)
A Wirkflow Managemend Served(s)
{¢ Back | Next D> | Finish | cancel [ wendow Server(s)
LAl Workfiow Web Sendoe(s) W

= - = | [& = t " >
a == e ' | ) ] m
Item References

K2 keeps track of items that relate to the current process instance, known as Item References. For example,
when a workflow is started from a SharePoint list or library, or from a SmartObject, K2 will store a pointerto the cur-
rent record in the Item References properties so that those values can be used later on in the workflow or rules.

For now, just think of Item References as a shortcut to the current record values from the SmartObject, or data
source.

Specify how SmartObject data is mapped info an ilem reference flekd

k. Close the context browser, then click Next to continue.
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In a previous step, you created a data field (RecordID) so that you could save the ID for the current
SmartObject record that is created as part of the process instance. In the next few steps, you are
going to map the RecordID data field to your SmartObiject ID property. This will complete the asso-
ciation between the SmartObject record that has been created and its corresponding process

instance.

I. On the Specify Data Bindings and Folio screen, click on Add.

SmartForms Integration

Specify Data Bindings and Folio

df Add (3¢ Remove Al

Data Field (Destination) Farrn Field (Value)

o

m. Click on the first ellipsis icon to select the RecordID data field you created earlier.

Wl SmartForms Integration X

Specify Data Bindings and Folio

4 Add 3¢ Remove Al

Cata Field (Destination) Form Field (Value)

Process/Activity Data

3 = [ Data Fields

v | + L1 Activities -

= [y Temporary Accesh Application Workflow

| | RecordiD @
" \ specify an optional folio value to identify instances of
# L& XML Fields

L g Associations
L8 References
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n. Click on the second ellipsis icon and select the ID property of the Temporary Access Request
SmartObject. Close the context browser.

Contexi Browser

Specify Data Bindings and Folio _
Envirgnment (Development)
d F A Category Server(s)
|| = S CRM Server(s)
Crata Field (Destination) Farm Field [Valuwe) a| @ d Exchange Server(s)

. # LA Mail Server(s)

i i = &3] SmarForms Senver(s)
| 8 S ) smanForms Designer
Ly SmanForms Designer Runtime
oo SmafForms Designer Runtime SSL
£ SmanForms Designer SSL (defaull)
o SmafForms Runtime
o SmanForms Runtime SSL (defaull)
= By smanFoms Serer
= O K2 Leaming
= 23 Temporary Access Application
= ] Temporary Access Request Form
=l [T Temgporary Access Request llem View
# LA Controds

.m|_Temporary Access Reques! SmartObj
o
) Full Hame

R lﬁ = Il Company

o Add ¢ Remave A1l

Falia: .

Spacify how Form data is mapped into data fields. Also specily an optional folio value to idenlify instances of
hits whorkfiow.

£¢{ Back | Mext »» | Finish | Cang

o. Forthe Folio, use the ellipsis button to configure the folio to use the Full Name and Company of the
Temporary Access Request SmartObject. (See the note box below the image for a brief explan-
ation of the folio, if necessary.) Close the context browser.

SmartForms Imegration

Specify Data Bindings and Folio Context Browser
Enwvirsnment [Devalopment) -
= \ —
=r Add 3¢ Remove Al = B SmariFerms Designer SSL (default) =
Diata Field (Destination) Form Field (Value) @ gy Smartfonms Runtime
r T - b SmanFerms Rustimg """ )
- ' i m hittpsik2 denalloccom,Runtime/Runt
1 | 1 = 14 SmartFoms Server | -
- K2 L
| [ [ e Access Reaustneny - | = (2 K2 Leaming

= |3 Temporary Access Applicalion
- Temgoaary Accass Reguesl Form
= (| Temporary Access Request lbem View

— # 3 Conirols =
"--'-__ \\i Temporary Access Request SmartObj [
[|¥]
Falio smporary Acoess Request em View - Full_Name [8 | .
| || Company |
Specify how Form data is mapped ino data fiekds. Also an optional fodio value to instance: | Start Date
this woridflaw [§ EndDate
Status
|| Reguester
Back Mext Finish | C4 Approver
u
(i Departmant
= 1 E - B ] = [J 4D Login Requied
m == . . . = [1 AD UserHame w
Note

What is the Folio? The folio is a text field that is commonly used to distinguish one process instance
from another process instance (of the same workflow). The folio is not required, nor does it have to
be unique. Since all processes, or workflows, will have the same process name, using a unique folio
value will aid in identifying the individual process instances of the workflow. This is especially useful
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when viewing workflow reports having many process instances.

To make the folio unique, you can use a combination of fields, such as a customer name combined
with an order number. Setting the folio value typically comes from properties found in the context
browser. The property values are variables that are replaced at runtime by actual content specific to
the process instance.

You can also use the folio as a variable throughout your workflow. For example, if you assign a cus-
tomer name as the folio, you can use the folio to customize emails so that the customer is referenced
by their name.

Three instances of the same workflow showing unique folio values

Instances
Restart Stop ¥ Delete Goto Activity View Flow (P Start New O Refresh
Retry

Selected Filter: Default v

Quick Search:  All fields N ¢

(8] FOLIO START DATE STATUS ORIGINATOR VERSION

7017 -il. Test Three 6/10/2016 Active Denallix Administrator 1

7016 “ip Test Two 6/10/2016 Active Denallix Administrator 1

7015 -'-p Test One 6/10/2016 Active Denallix Administrator 1

G 1 B

To review the steps you just completed, you configured the workflow wizard to pass the ID of the SmartObject
record that is created when a new process instance is created, to the RecordID data field. This will allow you to join
the workflow reporting data with the user's request data in a later exercise. You also configured the workflow folio
so that it will use the full name, along with the company name that is entered by the requester. This folio value will
distinguish one process instance from another.

p. Close the context browser, then click Next and Finish to complete the SmartForms wizard.
g. Save your workflow.

Step 3 Review

In this step you added a data field to the workflow and configured the workflow to start when the Temporary Access
Request Form is submitted. As part of the configuration, you specified when the workflow should be started and opted
to create an item reference to the SmartObject record that is created. This will allow you to use values from the
SmartObject record throughout your workflow and in form rules. You mapped the SmartObject record ID to the
RecordID data field, that essentially binds the record that is created with the process instance. The majority of this con-
figuration is specific to SmartForms because you want a SmartForm to start the workflow.

Step 4: Add a client event to the workflow

In this step you will add a client event (or user task) to the workflow. You will be using the same Temporary Access
Request Form and using a specific state of the form for the task. While this approval task will have two actions (approve
and reject), there will be three outcomes:

m Rejected (the approver rejects the request)

m Approved and AD Account required (the approver approved the request and the workflow must create an Active
Directory account for the temporary user)

m Approved and AD Account not required (the approver approved the request and the workflow does not need to
create an Active Directory account for the temporary user)

The workflow will follow one of the three outcomes above, depending on the requester's options selected from the
request form.
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Step 4 Tasks

1. Add a SmartForms Client Event to the workflow and configure it as follows:

Field

Name

Form

State

Configure Item Reference
Specify Form Parameters
Configure Open Worklist Item
Rule

Transfer Workflow Data to
Form

Actions
Action Display Settings

Transfer Form Data to Work-
flow

Outcomes

Destination User

Task Notification

Step 4 Walkthrough

Value
Manager Approval
Temporary Access Request Form
Use existing Approval state
(no changes, use default values)
(no changes, use default values)
(no changes, use default values)

(no changes, use default values)

Approved

Rejected

(no changes, use default values)
(no changes, use default values)

Edit the existing Approval outcome. Add a condition
And

Temporary Access Request.AD Login Required
True

Rename the outcome to

Approved and AD Account required

Add another outcome so that

All Slots = Approved

And

Temporary Access Request.AD Login Required = False
Rename the outcome to

Approved and AD Account not required

Leave the Reject outcome as-is

Temporary Access Request Iltem Reference > Approver
Login Name

Customize the task notification email and add some con-
textual information about the temporary access requests,
such as the Full Name, Company, Start Date, End Date
and Requester.

a. Selectthe Event Wizards pane and then drag and drop a SmartForms Client Event onto the workflow design

canvas.
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Event Wizards «
4 General m— —
B Default Client Event : S :ﬁm ]
B Forms Generation Client Event ! A |
T3 Default Server Event [Cade) S et e a4 s e e
] Default Server Event [WF)
3 £-mail Event
IPC Event
T SrnartObject Bvent
Code Reference Event
1] bata Event
,ﬁ Placeholder Event
m Itern Reference Event
5] cRM 4 Event
75 Active Directory Event

Temporary Access Application Workflow

[o] 4

Click Next on the wizard welcome page.

On the Select Form and State screen, change the Event Name to

Manager Approval

Select the Temporary Access Request Form, then configure the State to use the existing Approval
State.

You are now changing the state from the default state to a new state that you will later adjust so that it is specific to
this user task.
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SmartForms Client Event X

Select Form and State

Context Browser

Environment (Development)

43 L SmartFerms Designer Runtime SSL
5 i SmartForms Designer SSL (default)
Select Form I . & L SmartForms Runtime
’ - u‘“f SmartForms Runtime S5L (default)
= -....] SmartForms Server

fx # [ Active Directory

+ [ CRM

L Exchange
= | K2 Leaming

Evenl Name: I Manager Approval

Specify the State details for the Form:

Create a new State; Workfiow Tas) # J Hello World
. s = . Temporary Access Applicafion @
#) Use an existing Slale: Appraval .
| Temporary Access Request Form r
*# [ SharePoml 20713
* [ Syslem

Select an existing Form and then specify the state oplions for the Form. Mew states are editable in the K2 — Task Allecation
Designer once the workflow is deployed. @ Workflow

+ | Workflow Examples
+ | Workflow Molifications

¢ Back | Next »> | Finish % [ Workflow Reporls

Ll WouTube
- = - = — [——— i [T e m—m— # g SmartObject Server(s)
- B |=: — + 3 Workflow Management Server(s)

i, {
Add Close

Close the context browser and click Next.

Leave the Configure ltem Reference screen as-is (it will automatically be configured to use the exist-
ing Temporary Access Request item reference) and click Next.

f. Click Next on the Specify Form Parameters screen.
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g. The Configure Open Worklist ltem Rule screen should be automatically configured to open the
task When the Form is initializing, so click Next.

Configure Open Worklist ltem Rule

Select Rule: When the Form is Inifializing r

g If Current Workflow Activity is DefaultActivity

l_./"i"l then open the DefaultActivity worklist item
&l then on Temporary Access Request ltem View View, execute the Initialize method
then execute the Dizable All controls rule

Configure the rule that is used to load the user's worklist task. The rules associated with the previcusly
selected state are updated in the Form definition once the workflow is deployed and can be further edited in

the K2 Designer.

D

h. The Transfer Workflow Data to Form screen should be configured correctly by default, so click
Next.
i. On the Configure Actions screen, use the Add button to add the following two actions:

Approved
Rejected
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then click Next.

SmartForms Client Event (<] |——

Configure Actions

o add | [ Edit = X Remove T3¢ Remove 2l | 1f Move Up

Mame Descnption Type

Approved Approved Finish

Rejecied Rejecied Finish l

Edit Action E

Action Detail:

L]

- Mare I Rejecled

[] Generate comaspo
Description: Rejecied
Specify the available acti | . ork |
s the ek withonl o 1+| Make the aclion available withoul opening the work lem

#1 This acton will complate the work ibem

This action will updale the work ilem

— n 0K Cancel

j- You can leave the Action Display Settings screen as-is and click Next.

Action Display Settings

Specify how the Actions should be displayed:

() Workflow View at the |top = | of tha Form.

After submit: (&) Show Message: I| Task Completed

() Call a Rule: m
) Mavigate to: .

'i:f' Use an existing list control to display the action.

Select Control: .

{;_‘.- Configure how the actions display later using the K2 Designer.

k. You don’t need to configure any data transfer, so click Next on the Transfer Form Data to Workflow
screen.

[. On the Configure Outcomes screen, you will be adding an outcome and configuring the approved
outcomes (remember one outcome is approved and AD account required, and the other is approved

and AD account not required) In the next step, you will configure the existing approved outcome so
that the AD account is required.
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First, select the existing Approved outcome and click Edit.

Configure Outcomes

2 Add || A Edit | X Remove T3¢ Remove Al Il Move Down
Name Description
Default Culcome generaled originally from the
Sn it Approved Action.
" Default Qutcome generaled originally from the
Rejecied Rejected Action

4 | ]

[#] Generate corresponding line(s) for listed outcome(s)

m. Click the Add button to add another condition to this outcome.

Outcome Detail:

Mame: I| Approved
Description; Default Outcome generated originally from the Approved Action.
“iF Add T3¢ Remove All

All Slots of PRt L0825 8 = Approved

n. Configure the outcome so that it evaluates as follows:
Boolean Operator: And
First Variable: Temporary Access Request.AD Login Required
Comparison Operator: =
Second Variable: True
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See the screenshot below for reference.

Add/Edit Rule E l Context Browser

ProcessiActivity Data

Boolean Operator
And -

3 @ L7 Data Fields
0 # L& XML Fields
First Variable: M e 8 Associafions

| i
[ Request AD - @ References

= llem References
Logical Function:

= ' Temporary Access Request

By IO

A Full Name

‘Iﬂ Company

|18 Start Date

(18] End Date

-"'i-i Status

{j Requesier

Al Requester Email

A| Requester UserName
‘\]-' Approver

Al Approves Email

Al Approver Login Name
;‘_U_' Deparimant

£3 AD Login Required
A AD UserName

Logical Dala

l:nmpnn DOperalor

Second Vanable:
Trud -

5, Additional IT Tasks Recuired

0. Click OKto close the outcome configuration screen.

p. Change the edited outcome Name to
Approved and AD Account required
and change the Description to
Approved and AD Account required
Click OK to continue.

Outcome B
Duteomee Datail:
Hasme I Approved and AD Account required
Dhescriplon: Approved and AD Account required
s Add T3¢ Remoye A8

All Slods :,! = Approved
And |

= True

In this step, you edited the approved outcome to evaluate the form's AD Login Required field. If the login option
was selected on the form, then it's value becomes true. In this case, the workflow will follow this outcome path to
the next activity or event. If the login option was not selected on the form, the workflow will not follow this outcome
path. In the next step, you will add and configure an additional outcome that will provide an outcome path in the

event the request is approved, but the AD account option is not selected.
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g. Click onthe Add button. For the Name and Description, enter
Approved and AD Account not required
then click OK.

Configure Outcomes

b Add | [ Edit | X Remaove = [3¢ Remove All 11 Move Down

Mame Description

Approved and AD Account required Approved and AD Account required

] Default Cutcome generated originally from the

Rejected Rejecied Action I

Outcome Detail:
V] Generate comespor Hame I Approved and AD Accouni not reguired
Description: Approved and AD Accouwnt not required
Specify available outcomi
o Add

r. Click the Add button and add an condition as follows:
First Variable: Action Result
Logical Function: All Slots
Comparison Operator: =
Second Variable: Approved
In this step, you are telling K2 to evaluate if the request action is approved.

AddiEdit Rule =
——

| dcticen Fesul | - . Hone

Oartcomss Detsil:
Lz il Fionztioes

Hame I Appiovnd gl AD Avzounl nol feguined
AN Slots w

Descnplion Approved and AD Account nol reguined

K Losgicall Data
e Asd | 4 Edn | M Femove | [ Femovs AN .
an Siots of [ = Approved Gomparison Operalon

Second Variable

Approved .

s. Add a second condition to the outcome as follows:
Boolean Operator: And
First Variable: Temporary Access Request.AD Login Required
Comparison Operator: =
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Second Variable: False
In this step, you are adding a condition to evaluate the form's AD Login Required field to see if it
returns as false, or not selected. Close the context browser, then click OK.

. Conbext Browser
Outcome Detail: Boolean Operator: =1 i

T - ¢ rcesihey ve

E # L] Data Fieids
3 # LS} XML Fields
Temporary Access Request AD B - L@ Associaiions
-2 Relerences
- l'-_.1-_- Hem References
4 = ' Temporary Access Request
7 1D
AJ Full Hame
Al Cemparry
|18 start Date
[18] Ena Date
,.\: Seabus
A Requester
.'\:‘ Requester Email
A Requester Userlame
Al Appeenes
\ Approver Email
Al Appeever Login Narme
Al Department
1) AD Login Requirsd |
A AD UserName
kL Addbonal IT Tasks Recuired

Descnplicogm Approved and AD Accou First Variabile:

< A3d | (4 Edit | X Remove | T Remove Al

Logical Functicn
An Siots of [T = Approved

Logical Data

Comparison Operator ?

Second Varable
[ ‘|

n i Rl l

t. The outcome should look like the image below. Click OK to continue.

Outcome Detail:

Mame: I| Approved and AD Account not required

Description: Approved and AD Account not required

offs Add | o Edit | X Remove | [§¢ Remove Al

All Slots of B-T= TR 2201 8 = Approved

And

Temporary Access Requesi AD Login Required Bg:1
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u. Use the Move Up button to move the two approved outcomes next to each other. The Configure
Outcomes screen should look like the image below. Click Next to continue.

Configure Qutcomes

% Add :J_f Edit | X Remove =.x Remove All ﬁ Move Up J} Mowve Down

Marme Description

Approved and AD Account required

Approved and AD Account required
Approved and AD Account mot required

Approved and AD Account not required

. Default Cuicome generatad originally from the
Rejected Rejected Action.

Generate corresponding line{s) for listed outcomei(s).

Specify available outcomes for this step in the process. Add and edit rules to achieve desired oufcome

n {¢{ Back | Next »> | Finish

Cancel

Next you will add the destination user, or the user that will be approving the request. (This user is also referred to
as the task participant.) In this application, the approver name is being saved along with the request data, so you
can read the approver login name from the Temporary Access Request SmartObject ltem Reference.

v. Onthe Destination Users screen, click the Add button and then click the ellipsis to select the

Approver Login Name field from the Temporary Access Request ltem Reference, as shown
below. Close the context browser and click Next to continue.
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=k Add

Process/Activity Data

¢ Remove Al i MoveUp Il Move Dowin
. a3 ] Data Fields

| MName pe I = L& XML Fislds
] I T Y Ye——r e — | User _ = - Associations

/ = & References

Jx

=I5 ttem References
= " Temporary Access Reques!
20
_'\l Full Hame
‘Al Company
18| start Date
18] End Date
Al status
'A] Requester
_\] Requesier Email
'A] Requester Useriame

Configure the destination users.

¢ Back | Next )) | Finish | Canc AT

epartmen
AD Login Required

_____ E— —— — —- r.
—_ = [— Ll = - 2 e : [ ¥ 3
o

e

w. On the Event Notification Settings screen, select the option to Notify participants when they
receive a work item, then customize the notification email. Modify the subject line to better describe
the task and add the Full Name from the Item Reference. Close the context browser and click Next.

Event Notification Settings

Conlex] Browser

[+ Motity participants whan they resteie B work ibam

. Process/Activity Data
= Cuslomize the Nolificalion Massage

S @ L7y Data Fieids
O B LS XML Fslds

c [ & Ass0ciatons
= . 2| Reterences

[Fram

Bec D [5 ihem References

s

= ' Temporary Access Reguest

Sulject Temparary Accass Ragisest Appioval Tof EE ot 1o
Altachments: A Full Hame
— A Comparny
|18 Start Date
[18] End Date

x. Forthe Event Notification Message body, add some information from the ltem Reference so that
the approver can approve or reject the request using email if they want to. The sample below
includes the Full Name, Company, Start Date, End Date and Requester. You can add whatever
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information you like from the Item Reference.

Context Browser

Event Notification Message -
Process/Activity Data

3 @ [ Data Fiewss
| ® LS XML Fields
Werdana =10 - B EESEE w2 == .| =) LF Associations
...d References

Participant Name | .

sl : = Iz Mem References

This i5 8 tamporary access reguest approval for: = ":l Temporary Access Request
= s 10

Message Format (®HTML () Pain Tead

R p——— A | Full Name
IJ Company
18] Start Date
[18] End Date
A | Status
A Requester

Usa the following link ko open the worklist item:

tustomize the Nofification Message j A| Requester Usertame
Al Approver

|A] Approver Emai

|A] Approver Login Name

! < Back | Next »» | Fini: 2 AJ Department

y. Close the context browser, then click Finish to complete the client event wizard.
z. Save your workflow.

Step 4 Review

In this step you added a client event to the workflow for the manager approval task. You configured the event to use
the Temporary Access Request Form and configured the outcomes to follow a different path depending on whether
the workflow should create an AD account or not. This step demonstrated how you can configure more advanced out-
comes that evaluate data as well as user input. You used a variable (the Approver Login Name) rather than a static
user name as the user for the approval task. Finally, you customized the task notification email that is sent to the
approver.

Once again, item references are shortcuts to the current SmartObject record that is created as part of the process
instance. Using item references in your workflow creates dynamic content for your workflow properties, as well as
user content.

Step 5: Format the workflow and add blank activities

In this step you will format your workflow incorporating the outcomes you created in Step 4. You will add blank activities,
that will eventually contain events for each of the outcome paths. This step is intended to further familiarize you with the
K2 Studio design canvas.

Step 5 Tasks
1. Rename the DefaultActivity to
Approval

(you can accept the warning message).

2. Add three new blank activities to the design canvas:
Rejected
Create AD Account
Approved
then either draw or move lines and labels around so that the workflow layout looks like the image
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below.

Osun

|

- Approval 8

_

B3 Manager Approval

: & | Rejected
Rejecied o L‘E}

Approved and AD Account required

1
& | Create AD Account 8l

%

[

painbal |0U JUNDI0Y (T pUE pasoiddy

Q_ Approved
ol L4

Step 5 Walkthrough

a. Move the new activity in the workflow so it lies directly underneath the Start step of the workflow. To
do this, move your mouse over the box icon for the activity, and then click+drag when your mouse
pointer changes to four arrows.

) i
':'_| Msnsges Apgrowal
)
: . 2
H H
g g
g g
: :

H £
S
2

b. Rename the new activity by double-clicking the activity name and typing the new name
Approval
then click anywhere on the design canvas to set the new name. Click OK if you see a warning mes-
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sage. You can safely ignore this warning.

@wm

T Wanager Approval

o]

papalady |

F O pue pasosddd™
F (0 pue paanﬂw’"

c. Open the Activity Wizards pane, then drag and drop three blank Default Activities onto the design
canvas. You will configure the activities for each of the outcome lines.

o l'i|me:|-:-::m;~pplwbv-l’h‘l'ﬂw

d. Double-click each of the activity names and rename them as follows:
Rejected
Create AD Account
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Approved

0 Start

Approval 8 & Rejected L

Manager Approval

pue paanidoig= a5 é*
-]

pue pa.nmdw‘"
pajala =

E_.

Create AD Account

|
il

pannbal jund
bannbad jou jund

l‘l’l Approved 8
Q . |

S x

e. Using your mouse, grab the arrow-head for each line that comes out the Approval activity, then
attach the lines to the new activities. Use the image below for reference.
Tip
When the mouse pointer changes to a hand, you can grab that end of the line and move it around
to another activity. You can also move the start of a line around, but you cannot detach the start
of a line from an activity. Lines flow out of activities and are bound to the source activity.
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SH - —

papaley

e "g.-f

| m Manager Approval
-.

-

i

Namonmnia

pannbal jJou JUNoaay (Y pue pasoaddy -
pasinbas jund

: \ When mouse pointer changes to a hand
you can drag and drop the arrow-head to
o another activity

[

f. Draw a line between the Start step and the Approval step by right-clicking inside of the Start activity,
then dragging a new line into the Approval activity. K2 will draw an arrow-line between the two activ-
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ities.

|0 s | Right-click in Start Box and then drag
— { to draw a line to the Approval Box
—— g o
Approval 8 2 ' Rejected 5|

—h I]_. Wanager Approval ‘ : .

BUE oMy —

@} Create AD Account Eli I

papalay

pannbal 16U Junoaay Iy pue pasudidy

R
3
%

r Approval 8
: % |
é B Mansper Approval
2 ™

21 4

'E|.

g. Right-click on the Rejected line and select Label > Rotate Left to rotate the label name. You can then
mouse-over the line label and click+drag it around to align it with the outcome line.

I =
i —_—— -
%} Approval = E : - 5
_|| 7 Manager Approval 3 Change Color i 1
- BE FinLine
I
‘g :E 3, View 3
g g L Zoom »
: E & Label v Q] Hide
> L
|, Create AD Ac ' Dack
g Create AD Account y  Copy s Doc
g du Cut 4" RotateLeft
2 a 5 o Paste A Rotate Right
'a E 3 Delete
a =
H 2 = Properties
=

h. Repeat the Label > Rotate Left for the Approved and AD Account Required line and move the label
if required.
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i. Draw a line between the Create AD Account activity and the Approved activity. Your workflow
should look like the image below.

O Start

& | Approval a8 _ | M | Rejected 8

@ Rejected B,

.

1!|‘
1,

m Manager Approval

Y

Approved and AD Account required |

# - | Create AD Account 1)

l{al.l

pannbal jou JuUNodXy Oy pue pasciddy

& | Approved 1)

-n-@'

j- Save your workflow.

Step 5 Review
In this step you formatted your workflow layout, added new activities and drew lines to connect the activities. Depend-
ing on the form and approval options selected, the workflow will following the appropriate outcome path.

Step 6: Add system tasks to each new activity

In this step you will be adding system tasks to each blank activity you added in the previous step. System tasks are
tasks that are performed by the K2 server and do not required any human interaction. The system tasks include updat-
ing the request status property, sending an email and creating (if required) the AD user account.

Step 6 Tasks

1. Add a SmartObject event to the Rejected activity to set the Status property of the Temporary
Access Request SmartObject to
Rejected

2. Add a Send E-mail event to the Rejected activity to notify the originator that their request was
rejected. Use some values from the Item Reference to add contextual information to the email
such as the Full Name, Company, Start Date and End Date, so that the originator knows which
request was rejected.

3. Add an Active Directory event to create a new account for the user in the Create AD Account
activity, with the following properties:

Field Value
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Full Name Use the Trim inline function and select the Full Name
property from the Temporary Access Request Item
Reference, then add
(Temp)
to the end of the Full Name property.

Logon Name Use the Trim inline function, and select the AD User-
Name property from the Temporary Access Request
ltem Reference

Password K2pass!
Do not create an item reference, and do not create a mailbox or add the user
to groups.

4. Copy and paste the Set Status Rejected event into the Approved activity, and re-configure it to
set the Status property of the Temporary Access Request SmartObject to
Approved
then rename the copied event to
Set Status Approved

Step 6 Walkthrough

a. Switch to the Event Wizards pane, then drag and drop a SmartObject Event into the Rejected activ-
ity. When you drop the event into the activity, the wizard will automatically start. Click Next on the wel-
come screen.

T Evert Wizands #®

Terparary Acdess Application Warkflow

4 General
(] Default Cliest Event -
B Forms Generation Clienk Event 0
B3 Default Server Event (Code]
'j'_.] Default Server Evert (WoF)
THEmail Bvent

T IPC Evernt e | Approval o] Rejected Ll.-r_ Repected 5]
B3 Smartobject Evert Ir - _ﬂ - E'_‘_

Ciode Reference Evert T7  sneger Appreval B
[T Data Evens -

o, Flacehodder Event

pasDily

Approved and AD Accoun] requined

B3 1tem Reference Event

b. Onthe Event Name and SmartObject Method screen, name the event
Set Status Rejected
and then use the ellipsis to locate the following method:
Environment > SmartObject Server(s) > SmartObject Server > K2 Learning > Temporary
Access Application > Temporary Access Request SmartObject > Single Method > Save.
Drag the method into the SmartObject Method text box. Close the context browser. Click Next to
continue.

Note
In K2 terms, save is the equivalent of update. In this step, you are updating the Temporary Access Request
SmartObject > Status property so that it reflects the rejected decision.
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SmanObject Event

Conbext Browser

Environment [Development)

y d g 4 Calegery Serder(s)
Event Name and SmartObject Method @ [, CRM Server(s)
o ® L& Exchange Server(s)
Eveni Name I Sel Satus Rejected @ @
+

SmanObssct Method I

= & LA Mad Server(s)
— T} SmariForms Servers)
I 2 3 smanObject Servers)

+ &7 Lecal
= B SmartOblect Server
4 | Active Dirschory
+ [ CRM
# 3 Exchange
= 2 K2 Laaming
+ _J Hello VWord
= & Teenporary Access Application

= 3 Single Methed
Specify an event name and select a SmartObject method using the Conbe:d Browser. Single medhods. such |

as Create, Save and Delele, and List methods ane supparied but may not be avalable for every SmartObject @

+ g Temporary Access AD User SmartObject
= & Temporary Access Request SmantObpect

c. Onthe Input Mapping screen, locate the ID property, then click the Assign button. You have to tell
K2 whichrecord you want to update. Remember that the ID of the access request record is saved in
the RecordID data field - you will be mapping this data field to the ID input property.

Input Mapping

i ClearAl | & Refresh | 5 Auto Map

: _ - 3|
Name Type Data Type Required | Value -
Start Date Property Date =
Logi ;
oo prery e
Full Hame Property Teed
[ Property Aulonumber p
70 Login
Raquired Property eskio
Siatus Property Toudd SmartObject Event > Assign Mapping
4
Property Name: [}
Specify the input mappings for this SmartObjec
execuling ihe method 1o pre-filler the resulls Property Type Autonumber
WValue | -
0K Cancel
. — 0

d. Onthe Assign Mapping screen, click the ellipsis icon and then locate and drag and drop the
RecordID data field that exists in the Process/Activity Data pane. Close the context browser, then
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click OK to close the Assign Mapping screen.

Autonumber

ecii | Froperty Type

Value

= Assign [3¢ ClearAll | % Refresh | =8 Auto Map =
Mame Type Data Type Required | Value
Start Date Property Date
Approver Login
Name Fropery  Ted
Full Name Property Teod
0 Property Autonumber
A
il SmartObject Event > Assign Mapping
-1
1
Property Name: 0

L]

ted
Context Browser

Process/Activity Data

3 = [ Data Fieids
# L Activities

= &} Temporary Access Application Workflow

+ L3} XML Fields
L g Associations
g References
L nem References

o

OK Cancel

Rejected

ard.

e. On the Input Mapping screen, locate the Status property and click Assign. Enter

as the Status for this request, then click OK. Click Next, Next and then Finish to complete this wiz-

Input Mapping

SmartObject Event > Assign Mapping

Epecify the input md
pxacuting the methd

Property Name: Status
I Propery Type Text
Value: Repected

= Assign [3¢ Clearall & Refresh =0 Auto Map =
: 8

| MName Type Data Type Required Value -

Start Date Property Date

ibed

Approver Login

Hame Property Text

Full Hame Froperty Tesd

(] Property Autonumber

AD Logini

Required Property YesNo

Status Property Test ﬂ .

In this step, you assigned the save method of the Temporary Access Request SmartObject to update the status
property. You mapped the ID of the SmartObject record to the RecordID data field so that K2 knows to update the
current record. Recall that the RecordID data field value is set by the form when the workflow is started. You manu-
ally entered a value for the status property to show that the workflow request was rejected. This step was an
example of how you can use the SmartObject Event in a workflow to call a SmartObject method as a system task.

Now you will add an email event and configure it to let the originator know their request was rejected.
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f. From the Event Wizard pane, drag and drop an E-mail event into the Rejected activity so that it is
below the Set Status Rejected event. The E-mail Event wizard will start as soon as you drop the
event. Click Next on the wizard home screen to continue.

q Evemt Wizaeos @ w || Ternporady Acceis Appheaticn Wk ow

4 General o

B mefault Client Event 0 Start

B Forms Generation Client Event
'ﬂ Default Server Event [Code]
]',] Default Server Event (WF)

|"j E-mail Event I-—
] IPC Event ——— L‘-h“ Approval g Rejectad l:{:'\ Rejected g
B3 SrnaetObject Bvent " —p
i Code Reference Event iy E  bet Gatus Repected
I Cakn Event - - —r e =

4, Placehal der Event

T thewn Reference Evert
TR CRMA 4 Event

j Active Directary Bvent
T Exebimres Fuspt

Approved and AD Accound requirad

I (et puee paapddy

M, | Creste AD Acceund 2]

g. Configure the E-mail settings using the table below as a guide. Use the Item References > Full
Name property found in the context browser in place of the [Full Name] placeholder. Close the con-
text browser and click Next.

Field Value
Event Name Send Rejected Notification
From Leave default value unchanged, it should say From Address
Recipient UNCHECK Specify and CHECK Originator
Subject Access Request for [Full N\ame] REJECTED
E-mail Settings
Evarl HName I Sand Rajectad Motificion
From I . Context Browser
Reciplent [] specity Dastination Liss 7] Orignator e ProcessiActivity Data
S ® L7 Data Fiekds
m
B H . O = O3 XML Fisds
ce , . . @ g Associabons
- L& References
S ' ' . — I% tiem References
Subject Acvess Request for resec [l F¥ 5 7 Temporary Access Request
=
|A] Compary
Epacify the name of the avenl and ihe a-mail ssitings, inthuding whao the e-mad ks from, wha it is being senl IE:ElartDaba
o, Bhe subject and any atlachments |¥8] End Dase
A Stats
[A] Requester
{{ Back | Next 3> | Finish | Cancel Al Requester Emai
Al Requester Userblame

h. Forthe message body, use the context browser and Item Reference properties to add some con-
textual information about the request. Use the sample below as a guide, but feel free to use whatever
text you like. Close the context browser after you have the message body set, then click Next and
Finish to complete the wizard.
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Message Body

Message Format (EVHTML (CIPlain Text

Conlext Browser

Verdana = 10 * B J 0 EEFEE oy (| = = s &
; -0 ProcessiActivity Data
u 2 @ L7 Data Fiekds

[ ®= 05 XML Fields

& L3 Associations

- L3 References

= P':.-J ltem Referances

/x = E Temporary Access Eequesd
B
E Full Hame
A_] Company
(18] Start Date

pecify the message content using lext and dala fields and the formal as either plain texd or HTML. Expand i!jEndDahe
is dialog by clicking the icon above and to the right of the message body area. B Status

|A] Requester

Requester Email

l {{ Back | Next 2> ﬂ R:uastar UserName
= Al Approver
] | |A] Approver Email
e E Approver Login Name

- Al Department
=3, AD Login Required
[A] AD userame
——— ST ETOnTTT TaSs Feaured—

Temporary Access Request End Date (Y55 rupclud h:.- Temporary Access Reques! Approver |

This concludes the events you want to execute if the request was rejected. Notice that when building workflows
with K2 Studio, you can insert multiple events into the same activity. When the workflow runs, K2 will execute all of
the events in an activity in sequence, assuming that activity was reached in the path of the workflow.

Next, you will add an event to create an Active Directory account if one is required.

i. From the Event Wizards pane, drag and drop an Active Directory Event into the Create AD

Account activity. The event wizard will start as soon as you drop the event into the activity.
'_:-|E'\.1cn'.'|'q'|:.|r|:|s- i

¥
4 General =
B Default Client Event Start
E Forms Generation Client Event 0

%3 Default Server Event (Code) j

Temporany Access Application Workflow

.Iﬂ Default Server Event (WF)

(=5 E-mail Everit
-

%) IPC Event Approval

E EmartObject Event .—.I'{t}

(% code Peference Bvent ] Mamager Approval

[ Data Event =

#, Placeholder Event

T2 Item Reference Event

2] CRA & Bverit
[%A{m-l Directory Event

Exchmnge Evert

T smartForms Client Event
& Sharefoint 2000 Events
B Arure Active Directary

s g E "

Rejactad

S

Py

UH.;*

Approwed and AD Account required

beand portd QNG (T PUIE PORO sty

j- Click Next on the welcome page. On the Event Name and Actions screen, enter
Create New Account
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as the Event Name, then select the Create New User action and click Next.

Active Directory Event Wizard

Event Name and Action

Event Mame: I Creale new Account

[ Create Mew User

Update a Uiser
Dissable a User
Acd User 1o Group

Remowe User from Groug
Remows User from Al Groups

Creale a Group

Update a Group w

Speafy an event name and choose the action you want to take.

n Mext ¥» | Finish | Cancel

K. You will be using inline text functions to remove any extra spaces from the values entered by the
requester as Active Directory is sensitive to leading and trailing spaces. On the Set User Details
screen, click the arrow on the right side of the screen to expose the context browser, then select the
Inline Functions tab.

Set User Details

First Name: . Initals:

Lot e o
Full Hame: I .
]
User Logon Hame I .
Fassword I .
[[] User must change password ai next logon [ User cannot change password
] Password never expir F
] Ada User 1o mis Refel cetlcer Degis a 5 2 Conversion
Reference Flekd + Jl Data
o E Diafle and Time
First Hame: . Initials: . - ¥ gl Excel
cnler in Bhe User Details. You can use the Conbaxd # Expression
narked in red Last Hame: . 7 H Ja B
+ Filas
Full Hame: I . + Jull InfoPath
User Logon Name I . ® 3 Lists
+ Jad Logical
Fassword I . + Jod Mathematical
] User must change password al nexd logon [ | User cannod change password # §afl Regular Expressiong
[ ] Password never expires 3 SharePoint
- + gl Text
Rk T -
0 Add User o this Reference Fisld 5 3 word
Raference Field + Fd Saved Funclions
Enler in the User Details. ou can use the Conbext Browser of type in the information, Required fields are
prarked in red

I. Drag and drop the Text > Trim function into the Full Name text box. The trim function removes extra spaces from
the text that was entered by the user.
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Set User Details = fa Text

First Hame: . I f . Initats:

Last Mame:

[2I] Empty String(String)

2 Bl& &l e

Full Name: I

User Logon Name I

[=] LengthiTextiinteger
Password: I
[[] User must change password at nex

[ ] Password never expires

[d] Pad RightiTaxt, Pad

[] Ad User t this Reference Field (2 Proper(TextySting)

Reference Field: ]
[£2 spitiText, Separator

[Enter in the User Defails. You can use the Conlext Browser or type in the information. Reguired fields ara
Imarked in red.

F ¢ Back | Next })> | Finish | Cancel 6| aoetR

[E] containsiText, Substring)Eoslear

. [ Find(Text, Substring)(integer)
. [= Hyperink(Display Name, URLYS
] [ﬁ' Inseri(Text, Substring, Position 5]
. Iﬁ' Jomn{Values, Separalory(String)

[A] LeniTest, Length)String)
[0 MidiText, StartString)

on [] User cannot change password [=8) MicTest, Start, Length)iString)
[v#] Pad Lef(Text, Pad Character, Ove

(3] Replace(Text, Find. Replace)(Stril
[i=] Right(Text. Length)iString)

[ URL Encode(URLYSrng)

1

Character, O

W String[])

fring)

m. The Configure Function window will open. From the Context Browser, drag the Full Name propert
from the Temporary Access Request Item Reference into the Text textbox, as shown below, then
click Finish.

y

ProcessiActivity Data

= Ly Dala Fields

Configure Function AN 2 L Fieids
H L3 Associations
0 =

# Function Hame Trim{Temporary Access Request Full Hame) L2 References

fx

Mame Type Value . i) I

Next }} Finish | Cancel

£ Back

Refum Type: String = F@ Item References
= '3 Temporary Access Request

Text String I Tempaorary Access Request Full Name Wjﬁumm

[18] start Date

{18 End Date

Al status

E Requester

E] Requester Email

E Requester Lisertame

n. Manually add

(Temp)
after the Full Name to indicate that this is a temporary account.
First Mame: Type text and/or Drop multiple fie . Initials:
Last Mame: Type text and/or Drop multiple fields
Ful Name: | (Ternp)
= | E——

0. Next you will set the User Logon Name property. Drag the Trim Inline Function into the User Logon
Name text box, and configure the function to use the AD UserName property from the Temporary

K2 blackpearl Core

Page 248 of 332




Access Request Item Reference. Click Finish.

Active Directory Event Wizard

_{l [_.1" Empéy String(Sring)

[ Password never expires [F# Pad LemTesxt, Pad Character

[ Add Liser bo this Reference Field |E' Proger TextiSiing)

Rlaranon Fiekd ]
L] RightTe:et LengihlString)

Enlar in Bhe User Delasls. You can e the Conbesd Browser of fype in the information. Required Helds are

marked in red. (@] To LowerTetiString)

Al To Upper(Texi){Siring)
Trirm Test i Sring))

Configure Function

F Function Hame Trim{Temporary Actess Request AD Usaitiame) ﬂ
Return Type Fineg
Mame Type WValue
—_— o

Configuee the funcliter's parameters e this page. Each paramater can be configurad by aither typing in
static values, dropping in & field or using an expréssion by clicking on the &{x) bublon o by dragging in an

Envircnment (Development)
5 .=
. i Text
Set User Details & [E] contains(Text, Substring{Boolea

Fiest Hame . It ads . = ) FinacText. SubstingKintsger)
Last Name . = Hyperiek(Display Name, URLKS
L [T InserTeot. Subsiring, Possion)s
Full Hame | Trim{Temporary Access Request Full Name) . 35 JoiniValues, SeparalceyString)
Lser Losgon Harme I ——— . 58] Lt Teet, LengtnString)
] Length(Test integer)

s I . L3 M Tent, StartSiring)

[] User must change password at next logon [ User cann swrard P‘ Micl{Teod, Start. Length) String)

O

4] Pad FughtiTest. Pad Characier, ©
(53 Feplace(Tent, Find. Replace)Sti

(53] SpanTes SeparstorsStringl)

Processifctivity Data

P

<l
51
I

2 Peleremies

= f.-:-. lhem Raferences

= ' Temporary Access Reguest
Er D
Al Full Hames
A Company
[18] Start Date
{18 End Dt
A status
A Requester
Al Requesier Emall
Al Requester Usertlame
A Appraver
A Aperecver Emad

Al Approver Login Mams

L=

p. Forthe Password, type
K2pass!
then click Next.
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Set User Details

First Name:

Last Mame:

Password I K2pass!

Reference Field [

marked in red.

Full Hame: I Trim{ Temporary Access Request Full Hame)
User Logon Hame: l Trim{Temporary Access Requesi AD UserName)

[[] Password never expires

. . Inibials:

[] User must change password at next logon [ | User cannot change password

[[] Add User to this Reference Field

Enter in the User Details. You can use the Context Browser or type in the information. Required fislds are

tutorial.

g. Tosave time you won’'t add more properties to the new AD account or create a mailbox for this user,
so just click Next, Next and Finish to complete the Active Directory Event Wizard.
Do not select the options to add the user to AD Groups or to create a mailbox for the user. In a real-
world environment you may want to populate additional properties for the user or create a mailbox,
and you can use the context browser to drag and drop variables into fields as necessary just like you
did for the first screens of the wizard. You can skip any additional properties to save time in this

r. Inthe workflow canvas, right-click the Set Status Rejected event and select Copy.

& | Rejected
|5  Set Status Rejected
(3] send Rejected Notifi

il

Right-click

[ 7]

<  Delete

p

4  Properties

Now you will add a SmartObject event to set the status of the request to approved. Instead of dragging and drop-
ping (and configuring) a new SmartObject event, you can simply copy and paste an existing SmartObject event
and re-configure it, as it already does something similar to what you want to achieve.
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s. Right-click on the Approved step and select Paste, and then click the expand-down arrow to show
the pasted event.

3
: )
z Create AD Account | Bl
=2 (]
_g. Fg Create new Account
g -
3
§ Right-click
Appraved
T &3 Change Celor
ii Changrl:un
A View .l E T Create new Azzount
& Toom ] g B
€
.; Copy E
i‘ - Approved 8
l_1 Paste I a
L - L - - — l T I !
| Gk 10 open the events for this actiity.
? E Create AD Account 8
g. E Coreate new Account
2 -
2
%Awwﬂ 8

B 5ot status Rejectnd

i

t. Move your mouse pointer over the copied event and click the event icon to re-run the wizard for the
copied event.

Approved ‘ Gl l

_pannbd

Iy

||E St‘lsh‘h.lsﬂopdtd IL_I

| Click to run the default wizard.

u. Click Nextto get to the Input Mapping screen for the wizard. Click to highlight the Status line, then
click the Assign button and change the text box entry to
Approved
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Click OK, then Finish to complete the wizard.

Input Mapping
T3¢ ClearAll | & Refresh | "8 Aulo Map ~
Mame Type Data Type Required Value
| Star Uate Froperty Date
Approver Login
Hame Property Tet
D Property Autonumber
AD Login
Required Property Yeaho
Status Froperty Text Approved
Additsonal IT
Tasks Property Memo
L] (2
Epecify the inpui mappings for this SmartObject method, These values are used by the service object b
Executing the method to pre-filter the resulls.

Set Status Approved

v. Double-click the copied event name and rename it to

Your workflow should look like the image below.

0 Start

<

'Ij Manager Approval

-
E Create new Account

pannhal pou Junoady (Jy pue paadiddy

&  Approved
-bl"E"-‘-' .

B et Status Approved

- Approval ]

& | Rejected
Fejected
J £ .{0:1

Approved and AD Account required

Create AD Account &

'E9  Set Status Rejected
T  send Rejected Notification

e

w. Save your work. (File > Save)
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Step 6 Review
In this step you added system events so that the workflow will perform tasks depending on whether the request was

rejected or approved. You also created a new user account in Active Directory for the temporary user (if an account
was required). You learned how to use inline functions in a wizard, and how to copy and paste events into activities
and re-run a wizard to reconfigure an event. You also learned how to call a SmartObject method (save - to update the

request status) in a workflow and how to send an email during a workflow.

In the next part of this tutorial, you willadd some more advanced workflow design concepts.

Part 1 Review
In this part of the tutorial you learned how to build a workflow with K2 Studio, how to use wizards and connect activities

with lines. These are the basic principles used to assemble workflows with K2 Studio. In Part 2: Building a more com-
plex workflow with K2 Studio, you will explore more advanced workflow concepts like conditional lines, evaluating user
data and business data in a line, escalations, loop-back lines and more.
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EXERCISE 2: Intermediate Workflow concepts with K2 Studio

EXERCISE 2: Intermediate Workflow concepts vt

with K2 Studio

= Scenario: Complete building the workflow component of the
Temporary Access Application

= Notes
= The workflow will be complete after this exercise

HH = We will add advanced Lines, Outcomes, Parallel processing, Escalations and
more to the workflow

= We will deploy and test the workflow as part of this exercise
= Complete Exercise Steps 7 through 13
= Formatting the workflow (Step 11) is optional

Note: A Mastery checkpoint will follow this exercise é 45-60 mins

Now it is time to learn how to implement some of the more advanced workflow concepts we just covered. In this exer-
cise, you will complete the workflow components of the Temporary Access Application. You will learn how to implement
parallel execution, merging activities, conditional line rules, escalations, looping activities and how to format workflows
for clarity.

You will be completing the workflow in this exercise, so you will also deploy and then test the workflow with various com-
binations of data that will control the flow of the workflow.
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The Temporary Access workflow as it will look at the end of the exercise

pannbal JoU JUNOINY (Ty PUe paAcIddy

@ o Neither IT Nor HR
s

;‘i Set Status Approved

IT Tasks Required | ‘I HR Tasks Required

E

by

HR Tasks Completed

o | [ TERTTE)

Tl | Extend Temporary Access

Do not extend access

Q}mm:w g
L]

53 set Status Expired

Note
The step to format the workflow (Step 11) with colors is optional. If time is limited, this step can be skipped.

When you are ready, continue on with Temporary Access Application: Part 2 to complete the workflow, and then to
Temporary Access Application: Part 3 (Testing the application) to test the workflow.
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Temporary Access Application: Part 2 (Building a more complex workflow with K2 Studio)

In Part 2 of the Temporary Access Application tutorial, you will continue building the workflow that you begin in Part 1.
You will explore more advanced concepts such as adding conditional lines, evaluating user data and business datain a
line, enabling escalations, loop-back lines and more. You will also learn how to format workflows for clarity. Finally, you
will deploy the finished workflow to a K2 environment.

Note
You must complete all of the steps from Part 1 of this tutorial before continuing with Part 2. Part 2 builds upon the

workflow concepts that were started in Part 1.

Step 7: Configure conditional line rules to run in parallel mode

In this step you will add the HR user task and the IT user task to the workflow. You will configure a conditional rule to
evaluate which task line the workflow should follow or if the workflow should follow both task lines. In this step, you are
configuring the workflow to run in parallel mode.

Step 7 Tasks

1. Add two Default Activities called
IT Tasks
HR Tasks

2. Add lines to join the Approved activity to the IT Tasks and HR Tasks in parallel and then define
line rules to conditionally follow the lines depending on whether the Additional IT Tasks and Addi-
tional HR Tasks properties of the Temporary Access Request ltem Reference are True.

3. Add a SmartForms Client Event to the IT Tasks activity, and configure it as follows:

Field Value

Name Additional IT Tasks

Form Temporary Access Request Form
State Use existing IT Tasks State
Configure ltem Refer- (no changes, use default values)
ence

Specify Form Para- (no changes, use default values)
meters

Configure Open (no changes, use default values)

Worklist ltem Rule
Transfer Workflow (no changes, use default values)
Data to Form

Actions IT Tasks Completed

Action Display Set- (no changes, use default values)

tings

Transfer Form Data (no changes, use default values)

to Workflow

Outcomes (no changes, use default values)

Destination User Select a group of users, in this sample you will use Den-
allix\Operations. Or use your own username for testing purposes.

Task Notification (Do not send a task notification)

4. Add a SmartForms Client Event to the HR Tasks activity, and configure it as follows:

Field Value
Name Additional HR Tasks
Form Temporary Access Request Form
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State Use existing HR Tasks State
Configure ltem Refer- (no changes, use default values)

ence

Specify Form Para- (no changes, use default values)
meters

Configure Open (no changes, use default values)

Worklist ltem Rule
Transfer Workflow (no changes, use default values)
Data to Form

Actions HR Tasks Completed
Action Display Set- (no changes, use default values)
tings
Transfer Form Data (no changes, use default values)
to Workflow
Outcomes (no changes, use default values)
Destination User Select a group of users, in this sample you will use Denallix\Human
Resources. Or use your own username for testing purposes.
Task Notification (Do not send a task notification)
Step 7 Walkthrough

a. Selectthe Activity Wizards pane, then drag and drop two activities onto the design canvas. Name
the activities as follows:
IT Tasks
HR Tasks

&) Acteity Wizands € ¥ || Temporary Access Applicatson Woakflow

i oatacity |

B Manager Agproval

Approved and AD Account nequirad

Lji‘. Creste AD Account (o]
F3

"_'| Creats new Aocount

b 0L JURGIZY (T PUE [ adhy

| Sohstion Explorer

- - o] oo | HR Task 2
?::-&m . L‘E'- T Tashks L&_- asks

b Activity Wizasds |

b. Draw two lines to connect the Approved activity with the two new activities. (Right-click in the first
activity and drag down into the second activity to draw a line.) Double-click the lines to add line labels
as follows:

IT Tasks Required
HR Tasks Required

Note
In this step, you are configuring the IT Tasks and HR Tasks to run in parallel mode. If both IT Tasks and HR
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Tasks are selected on the request form, you want them to run at the same time. Since each of these tasks are
independent of the other (you don't need HR Tasks to wait on the IT Tasks and vice versa, you can configure
them to run at the same time. You will configure a condition in a later step that will wait for both sets of tasks

to complete before proceeding (if both sets of tasks were selected on the form).

padl

La—
Q Approved

&
;—E Set Status Approved

IT Tasks Required | ] HR Tasks Required

! l

e | IT Tasks A & | HR Tasks

& =

Now you will configure the line rules so that the lines will only be followed if the requester selected the associated

option when filling out the form.

c. Right-click the IT Tasks Required line and select Properties.

-

IT Tasks Required I HR Tasks Requi

Right-click '.H 3 Change Color
BS Pinline

M | IT Tasks " Ta
l-.""ﬂ_-," 1 View ¥
- Zoom b
Label b

. ha

y  Copy
o Cut

Paste

» Delete

I_nf' Properties
d. Selectthe Line Rule icon, then click the Add button.

Line Rule

v LineR=
ﬂi chen

-

€. Configure the Line rule as follows:

First Variable: ltem References > Temporary Access Request > Additional IT Tasks Required

Comparison Operator: =
Second Variable: True
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then click OK and Close the context browser and click Finish. The line will now be followed if the
Additional IT Tasks option was selected on the request form.

Context Browser

Add/Edit Rule 4 |

Process/Activity Data =
; L ke AL DR L
First Vanable L8 Associations
Temprany Access Reques g References
= [ item References

= [ Temgporary Access Request
fe 5 10
A Full Hame
’qu Company
[18] stant Date
[18] End Date
‘\,. Status
'g] Requester
Al Requester Eman
Al Requester Usertiame
Al Approver
ju Approver Emai
Al Approver Login Name
Al Deparirent
]H AD Login Required
_:ﬁ AD UserName
), Addibonal IT Tasks Required

Logical Functon

Logical Dafa:

Comparison Operaber

Second Varable @
True .

OK | Cancel

e

-

f. Next you will set up the HR Tasks line. Using the same steps as before, right-click the HR Tasks
Required line, and configure the line rule as follows:
First Variable: tem References > Temporary Access Request > Additional HR Tasks Required
Comparison Operator: =

Second Variable: True
then click OK and then Close the context browser and click Finish. The line will now be followed if

the Additional HR Tasks option was selected on the request form.
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AddiEdit Hule

Firs! Variable

Logical Function:

Logical Data

Comparison Operator:

Second Vanable

Tiue

&

] 5end Rejecten Notification

Process/Activity Data
&
]

g References

= [ Hem References

= ' Temporary Access Request
B 10
\ Full Mame
[A] company
(18] s1art Date
(18] End Date
[A] status
Reguesier
Reguesier Emad
Reguesier Usertame

Appirover
A Approver Email
[A] Approver Login Mame
[A] Department
k) AD Logn Required
[A] AD Useriiame
B Agdibonal IT Tasks Reguired
[ Addibonal IT Tasks Descriphion

-
=i

e

n ‘| 4, hddibonsl HR Tasks Required

i

TAATAnal O Tatks [meromban

Add

Close

Now that you have set up the rules for your parallel lines, you will add user tasks to both the IT Tasks
and HR Tasks activities. The user tasks will require a user from each group to action the task before
the workflow can continue. (This is, of course, dependent on whether or not the additional task

options where selected on the request form.)

g. Switch to the Event Wizards pane, then drag and drop a SmartForms Client Eventinto the IT
Tasks activity. Click Next on the wizard welcome page.

] Ewent Wizards
4 General
B Default Cliert Event
m Forms Generation Clignt Event
'ﬂ Default Server Event [Code]
0 Default Server Bvert (WE)
T E-mail Event
[P Evertt
B3 smarthj ect Bvent
W0 code Reference Evert
rﬂ Data Event
o, Mlacehslder Brent
?-ga, Itern Reference Event
[Z2] CRMA 4 Event
-'E.lee Chirectory Event
il Exchinngs Event
T smartforms Client Everit
v TharePaint 2010 Events
B Arure Active Directory
¥ CAM Events
¥ Sharefoint 2013 - Document Events
» tharePaint 20013 - Document Set Evarts
® Sharefaint 2013 - Group Events
¢ CharePaint 2013 - Ubrary Events

aori o T TN T Sy

o

=1
-
-

Temporary Access Application Worflow

Approved and AD Accound required

Create AD Account B

E Creats new Account

peamribeag joU JURGdY [Ty PUE P sddhy

& Approved o]
- L!E"'

B et St Appraved

IT Tagks Required | ] HR Tasks Reguired

A
A

K2 blackpearl Core

Page 260 of 332



h. On the Select Form and State screen, rename the event to
Additional IT Tasks
and use the ellipsis button to locate and select the Temporary Access Request Form.
Configure the state options to Use an existing State and select the IT Tasks state, then click Next.

SmartForms Client Event

Contexi Browser

Envirgnment (Development)

Select Form and State 3 5 Smarlforms Designes Runtime S5L
0 & smanFeims Desighes SSL [dafaull)

o k.
| Evenl Harme I Additional IT Tasksy I = _—;’ SmartForms Runtime
= LS SmantForms Runtime SSL (defaul)
Salact Form norary Acces Request For o) ) P SmarFoms Server
Jx

d Aclive Direclory
+ L CRM
- Exchanga
= 3 K2 Leaming
# . Hello Wond

+

Specify the State details for the Form:

= 5 Temporary Access Appication

+

Selact an existing Form and then specify the $lale opticns for the Form, Hew states ane adilable in the K2 3 Workdow Examples
Designer once the workfiow is deployed. # [ WorkSow Nolificatons

+ [ WorkSow Reports
3 YouTube
n + L@ SmariObject Sarver(s)
W LA ol [Tl B Sl

Creale a new Stals oridlioey Tash I | Temporary Access Reguest Form I
®) Llse an exiling Stale: IT Tasks ~ P H L S el 2073
+ | System
— Task ANogabon
= WorkSaw

i. Click Next to skip over the Configure Iltem Reference screen.
j- Click Next to skip over the Specify Form Parameters screen.
k. The Configure Open Worklist Iltem Rule should be configured correctly to open the worklist item
When the Form is Initializing, so click Next to continue.
l. Click Next to skip over the Transfer Workflow Data to Form screen.
m. On the Configure Actions screen, add one Action called

IT Tasks Completed
then click OK, then Next.

Configure Actions

ok add | 4 Edt | X Remove | T3¢ Remove Al

Mame Description Type
IT Tasks Completed Finish

Leave the Action Display Settings page as-is, and click Next.
Click Next to skip over the Transfer Form Data to Workflow screen.
Click Next to skip over the Configure Outcomes screen.

On the Destination Users screen, click the Add button to add a new destination user, then use the
ellipsis button to select the user or group that will perform the IT tasks. In this sample, you will use the
Denallix\Operations AD Group, but you may need to select a different group or user if you are using
your own environment for this tutorial. You can also select the Originator value found in the Work-
flow Context Browser > Process Instance node to route the task back to you for convenience in

£ T o >
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testing, if you prefer. Click Next to continue.

SmartForms Client Event B
w0
Context Browser

Destination Users

User Browser
3 ® § Rotes
U MoveUp | JL Move Down 1 ® 8 Users
& E Bl Groups
L 2 i
Gmoup | = ] = @ Kz
e ¥ i DENALLDOSGEZ000-HISQCLEISHET

¥ I DEMALLDMAoEsS Conliol Assistanss Ciperal
+ i DEMALLIXWcopss-Denied Assistance Users
¥ I DEMALLIOAScount Operators

+ I DEHALLIXAdministrators

# Igl DENALLEONS USRS

# Jgf DENALLIGUncoming Forest Trust Builders

# Igf DEMALLIXLsgal

# [l DEMALLEOManaged Availabiity Sercers

# Il DEHALLEONetmen Users

- DENALLIGN ek Conliguration Operatars
+ Igf DENALLIX\Operations
+ i Mo Wanagement

Configure the destination users

r. To save time you won’t send a notification for this task, so click Finish to complete the wizard. (If you
wish, you can select the notify option and customize the notification message or come back to the
activity later and add a custom notification. Remember that you can use item references to further
customize your message body.)

You have completed the IT Tasks user task step. Next, you will add the HR Tasks user task step fol-
lowing a similar procedure. You should be familiar enough now with the wizard screens, so we will
just provide the configuration values for the wizard screens in a table. If you need navigation help to
work through the screens, follow the same steps you just completed in configuring the IT Tasks
event.

s. Dragand drop a SmartForms Client Eventinto the HR Tasks Activity, and configure the wizard
screens using the table below as a guide.

Screen Field Value

Select Form and Name Additional HR Tasks

State Form Temporary Access Request Form

State Use existing HR Tasks State

Configure Item Refer- (no changes, use default values)
ence

Specify Form Para- (no changes, use default values)
meters

Configure Open Work: (no changes, use default values)
list Item Rule

Transfer Workflow (no changes, use default values)
Data to Form

Configure Actions Actions HR Tasks Completed

Action Display Set- (no changes, use default values)
tings

Transfer Form Data (no changes, use default values)
to Workflow
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Outcomes
Destination User

Task Notification

(no changes, use default values)

Select a group of users, in this sample you will
use Denallix\Human Resources.

Or use the Originator property found in the
Workflow Context Browser to route the task
back to you for testing convenience.

(Do not send a task notification)

t. Your workflow should now look like the image below. Save your work.

®
(=1

I

IT Tasks Required

§

L‘,’E:} Approved

'ﬂ Set Status Approved

(a1}

] HR Tasks Required

!

|

& | T Tasks [ . | HR Tasks Bl
& L&
:] Additional IT Tasks 2] Additional HR. Tasks
%I‘ Tasks Completed !iR Tasks Completed

Step 7 Review

In this step you defined conditional line rules to determine the flow of a workflow. In this case, the workflow will go to
the IT Tasks, HR Tasks, or both, depending on the options selected by the requester in the original form. You learned
how to define a line rule to conditionally follow a path in the workflow based on data instead of a user's task decision.

Next you will do some work to handle the parallel execution (in other words what happens if both HR and IT tasks
were selected) and also add a line to define what happens if neither HR or IT tasks were selected.

Step 8: Merge parallel paths and add a line to handle cases for no additional tasks

In this step you will add a merge activity that will determine whether it needs to wait for IT Tasks, HR Tasks, or both to
be completed. You will also add a line for the workflow to follow if neither IT nor HR tasks were selected. When building
workflows with parallel paths, you need to add an activity that will act as the merging point for the parallel lines. This
activity will have rules that tell K2 to wait until both parallel activities have completed, before continuing on. If only one
additional task was selected (either IT or HR), then the merging activity will simply continue on after the task has com-
pleted.

Step 8 Tasks
1. Add a new activity called
Extend Access

then connect the IT Tasks Completed and HR Tasks Completed lines to the new activity.

Draw a line that goes from Approved to Extend Access, and configure the line rule so that it is fol-
lowed if BOTH the Additional IT Tasks and Additional HR Tasks properties of the Temporary
Access Request Item Reference are False.

Define a preceding rule on the Extend Access activity as follows:
Item Reference > Temporary Access Request > Additional IT Tasks Required

False
AND
Item Reference > Temporary Access Request > Additional HR Tasks Required
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False

4. Add a SmartObject event to the IT Tasks activity to set the value of the Additional IT Tasks
Required property to
False

5. Add a SmartObject event to the HR Tasks activity to set the value of the Additional HR Tasks
Required property to
False
so that the preceding rule will execute correctly.

Step 8 Walkthrough

a. Add a new activity called
Extend Access
then grab and drag the line arrow-heads to connect the IT Tasks Completed and HR Tasks Com-
pleted to the new activity.

o Activity Wizards

% ¥F || Temporary Access Application Workflow

EL-& ,WJ a
Lé:, oved

;3 St Slatus Appeoved

IT Tasks Requined I ] HF Tasks Reguirad

e | 1T Tasks 5] HR Tasks o]

B Acditionsl IT Tasks M7 Adssensl MR Tasks

.I IT Tagks Complaled HR Tasks Cnmmmaﬁ]

o lo

L‘i:: Exinrd Access Al
L]

| Sohstion Explorer
ANkt O

This activity will contain a user task so that the original requester can decide whether to extend the
temporary access or not. Conveniently, it will also act as the merging activity for the IT Tasks and

HR Tasks, if they were run in parallel. Once again, you need a merging activity so that you can con-
figure a condition to wait for both the IT Tasks and HR Tasks to complete before moving forward with
the workflow.

b. You also need to cater for cases where neither the Additional HR Tasks nor the Additional IT Tasks
options were selected. Draw a line that goes from the Approved activity to the Extend Access activ-
ity. This is the line you will follow if neither IT nor HR tasks were selected. Double-click the line and set
the label to
Neither IT Nor HR
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=
=
: !
l_‘éﬂ Approved = Neither IT Nor HR

[ set Status Approved

e
IT Tasks Required | I HR Tasks Required

| |

e | 1T Tasks A & | HR Tasks A
& &
[ Acditional IT Tasks ] Additional HR Tasks 9

] IT Tasks Completed HR Tasks Completed ]

g

_- Extend Access

[

Tip

You can use the Pin Line function to add a draggable pin to the line. This allows you to grab the

pinned handle and drag the line to a different place on the canvas. In the example below, you are

dragging the line so that it creates an outer loop of sorts around the HR Tasks activity. (Hint:

once you have added the pins, click and drag the handles fairly quickly. It can take a few

attempts to get the hang of it.)
W

o & Neither IT Nor HR
—
s Approved
- [ HR | sks Reguired
e | HRTasks _ |B
e
i
m Addiional HR Tasks
| il
l HR |isks Completed
d Access & i
. 2

c. Right-click the new line and add a line rule as follows
First Variable: ltem Reference > Temporary Access Request > Additional HR Tasks Required
Comparison Operator: =
Second Variable: False
Boolean Operator: AND
First Variable: ltem Reference > Temporary Access Request > Additional IT Tasks Required
Comparison Operator: =
Second Variable: False
See the screen shots for reference. Here you are simply telling K2 to follow this line if neither the Addi-
tional IT Tasks nor the Additional HR Tasks options were selected on the request form.
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bl

74 | Line Rule

ok Add smove | ¢ Remove Al

Temporary Access Request Addifional IT Tasks Required gl

Amd

Temporary Access Request Additional HR Tasks Required Bl

Add/Edit Rule & el

First Vanable:

Process/Activity Data

Logical Function:

Legical Data:

Second Variable:

False

Comparison Operator

5 — =

L8 Associations
— L8 References
& = 5 tem References
el = ' Temporary Access Request
.Ih'- {_,:(' ||:|
Al Full Name
'l. Company
[18] Start Date
[18] End Date
Al Status
Al Requester
\ Regquester Email
f Requesier UserMame
T Approver
_\' Approver Email
Al Approver Login Name
Al Department
L |H AD Login Required
Al AD Usertame
—I'& Additional IT Tasks Required I
[ Additional IT Tasks Descnption

i tarem o= e

=

Add

Close

]
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AddiEdit Rule & Context Browser

Eoolean Operalor Process/Activity Data =
3 @ Associations ~
g References

and -

= % ltem Refarences

* -
&F || kf

First Variabile:
= "1 Temporary Access Requesl
,i}- 0

J iy A Full Name

A Company

:‘E. Start Date

[18] End Date

A status

A Requester

Al Requester Email

A Requester UserName

!_'I

Loglcal Function

Logical Data:

Companson Operalor;

- A Approves
A Approver Email
Second Variable ..\1' Approver Login HName
Falos . A Department

1], AD Login Required
Al AD Usertiame
1), Adddional IT Tasks Required

0K | Cancel

JJ. Additional HR Tasks Required

Add Close

The new line you just added is necessary because the workflow would simply end after the Approved
step if the user did not select either the Additional IT Tasks option nor the Additional HR Tasks option
on the request form.

Next you will configure the Extend Access task to only run when both IT Tasks and HR Tasks are complete. This is
arequirement when you want to implement a parallel path in a workflow, otherwise the Extend Access task would
start once after the IT Tasks are complete and once again when the HR Tasks are complete. You will be adding a
preceding rule to the Extend Access task so that it checks that both IT Tasks and HR Tasks are complete before
the Extend Access task is started.

d. Right-click the Extend Access activity and select Properties.

# o Extend Access E]
&
= [F Change Color
B=  Change lcon
a, View 3
& Zoom 3
5 Copy
‘_.,.; Cut
Paste
> Delete
n}i’ Properties
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e. Selectthe Preceding Rule tab, then click Add.

P

4] | Preceding Rule

8| =

& @

&

®

f. Configure the rule as follows
First Variable: tem Reference > Temporary Access Request > Additional HR Tasks Required
Comparison Operator: =
Second Variable: False
Boolean Operator: AND
First Variable: ltem Reference > Temporary Access Request > Additional IT Tasks Required
Comparison Operator: =
Second Variable: False
See the screen shots below for guidance. Click Finish to complete the rule definition.

Preceding Rule

Preceding Rule

il = False

And

Temporary Access Request Addiional HR Tasks Required D11

[ a ]

Al

?Eﬂ <k Add T3¢ Remoye Al
i
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AddrEdit Rule ¥4

First Vanable:

Process/Activity Data
a p————

L@ associations
- Lg References

Logical Function:

& = I3 tem References
. M = ' Temporary Access Requesl
Logical Data: ™ 1D
s i !
- Al Full Narme
Al Company

Comparison Operator Start Date

End Date
Stalus

H

=
L3

|

==

Second Variable: Requester

Falze Requesier Email

Requester UserMame
Approver

Approver Email

Approver Login Name
Deparment

7 AD Login Required

AD UserMame

—'-g, Additional IT Tasks Required I
[ Additional IT Tasks Description

al = ame taeem o e

|

—

i

Add

Context Browser E

-

e

Add/Edit Rule 1

Eoolean QOperalor

Context Browser

ProcessiActivity Data

@ A ti

And - 3 2 Associations
g References

First Variabile: = ir-il'-u ltem References

9 Temporary Access Requesl
o 1D
A Full Name
A Company
[18] Start Date
[18] End Date
A Status
A Requester
A Requester Email
A Requester Useriame
A Approver
Al Approver Emadl
A Approver Login Name
A| Department
], AD Login Required
Al AD Userbame
1, Additional IT Tasks Required

po e

- N

Logical Function
Logical Data:

Companson Operalor

Second Variable

False

0K | Cancel

J-A Additional HR Tasks Required

Add Close

There is one more component to configuring successful parallel paths. When the IT Tasks are
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completed, you need to set the Additional IT Tasks back to false, and when the HR Tasks are com-
pleted, you need to set the Additional HR Tasks back to false as well. This essentially "tricks" K2 into
thinking the two sets of tasks are not required, thus fulfilling the preceding rule you just set. But since
you are making this setting afterthey have completed, the setting will not effect the tasks from
running. You will do this by calling the Temporary Access Request SmartObject and updating those
properties once the respective tasks are completed.

g. Copy and paste the Set Status Approved event into the IT Tasks and HR Tasks activities. Make sure

the event is copied UNDERNEATH the existing user tasks, since you want these events to fire after
the user tasks. (Once again, you are reusing workflow content that performs a similar task, to save

time.)

& v
- Approved o
L{j Neither IT Nor HR

’ﬁ Set Status Apprmrtd

Copw and Paste |

IT Tasks Requlred FI Tasks Flaqmrad
m Tn:ks HR Tallu A
¥
M7 Additional IT Tasks Additional HR Tasks T
E Set Status Approved Set Status Approved
= .
IT Tasks Completed HR Tasks Completed

il
Extend Access g
BJ

L

h. Rename the events to
Set IT Tasks Complete
Set HR Tasks complete

IT Tasks Required HR Tasks Requirad

! 1

IT Tasks A e | HR Task Al
% A% %‘ ASKS

T  Additional IT Tasks M7  Additicnal HR Tasks
FE Set IT tasks complete | I_'E_ﬂ Set HR Tasks Complete |
. - |
IT Tasks Completed HR Tasks Completed ]

be, | Extend Access L]
Y N

i. Run the wizard for the copied Set IT Tasks Complete event, and set the value of the Additional IT
Tasks Required property to

False
then click Finish to complete the wizard. (You can leave the other properties as is.)
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Input Mapping

o= Assign | X Clear | B¢ ClearAll | & Refresh | & Aulo Map ~

Mame Type Data Type Required | Value -
| Additional HR

Tasks Property Mema

Descriplion

Requesier Emadl  Property Teut

Additional HR

Tasks Required Property Yeahlo

Additional IT

Tasks Required Property YesNo Falze

AD UsarName Froperty Text

’ SmanObject Event > Assign Mapping

Specify the input mappings for this 30 Properdy Name: Additional IT Tasks Required

execuling the method to pre-filter the 1
Property Type YesNo
Value False .

I s == .
5 B

j- Run the wizard for the copied Set HR Tasks Complete event, and set the value of the Additional
HR Tasks Required property to
False

then click Finish to complete the wizard. (You can leave the other properties as is.)

Input Mapping

[ ClearAll | & Refresh == Auto Map -

MName Type Data Type Required Value
g

Requesler Email  Property Texl

#::rict;ulg:wiﬁad Property YesMo False
oot T gy o

AD UserMame Property Text

k. Save your workflow.
Step 8 Review

In this step, you configured the Extend Access step to wait for both IT Tasks and HR Tasks to be completed before
it starts. You accomplished this by setting the value of the Additional IT Tasks Required and Additional HR Tasks
Required back to false after the respective tasks were completed. This will now allow for all combinations of IT Tasks

and HR Tasks. What is important to note here is that for a parallel workflow that merges again later on, you need to
define a preceding rule for the merging activity.
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You also added a line that will be followed if neither IT nor HR Tasks are required. This way, the workflow will ulti-
mately arrive at the Extend Access step regardless of the options selected by the requester.

Step 9: Add a client event with a start rule, an escalation and a loopback line

In this step, you will add a workflow step for the requester to decide whether or not the temporary access should be
extended. (For example, a project may be lasting longer than anticipated and therefore the temporary user needs
access for longer.) You want this task to start one day before the temporary access is due to expire to prevent adding a
task to the requester’s worklist until it is actually necessary to extend access. As a security measure, you also want this
task to expire and the temporary access to expire if the requester forgets to action the task by one day after the end
date of the access request.

Step 9 Tasks
1. Define a start rule for the Extend Access activity so that it starts one day before the End Date.
2. Add a SmartForms Client Event to the Extend Access and configure it as follows:

Field Value
Name Extend Temporary Access
Form Temporary Access Request Form
State Use existing Extend state
Configure ltem Reference (no changes, use default values)
Specify Form Parameters (no changes, use default values)
Configure Open Worklist Item (no changes, use default values)
Rule
Transfer Workflow Data to (no changes, use default values)
Form
Actions Extend access

Do not extend access

Action Display Settings (no changes, use default values)
Transfer Form Data to Work-  (no changes, use default values)
flow
Outcomes (no changes, use default values)
Destination User Process Originator
Task Notification (Do not send a task notification message)

3. Configure the Extend Access line so that it loops back to the same Extend Access activity.

4. Add an activity called
Set Status Expired
and connect the Do not extend access line into this activity.

5. Add an escalation for the Extend Access activity that fires one day after the End Date, and con-
figure it to Go To the Set Status Expired activity.

Step 9 Walkthrough

First you will add the rule that delays the start of the Extend Access step until one day before the Access End Date.

a. Right-click the Extend Access activity and select Properties.
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b. Select the Start Rule tab, then select the Start option and expand the context browser on the right of
the window. Open the Inline Functions tab.

BN Function Browser
= -
- + gl Conversion
E’ Start Rule 8 ® & o

K Zall Dade and Time

Start im B abely @3 # gall Excel
B
Jul Expression
5 30 rin
Lhays: Hours + iﬂ InfaPath

H gull Lists

O

Minusles Seconds 3 g Logical

@ . # Gl Mathernabical
#e Regular Expressions

T
%
jldj Date # qull SharePoint
! + Ja Text
+
+

7l Word
®©

j_hd Saved Funclions
.

c. Dragand drop the Date and Time > Add Days function into the Date textbox.
Function Browser

Configure the rule for when the aclivity must be starbed

Start Rule 8 i one

Start mmadiabety

24 M
—

») Start
lie Add Minubes(Dale snd Time, MinulesiDabeT
Days: (% Asd Seconds(Diabe and Time. Seconds)Dak
E Day Diference(Firs] Date. Second Dale (Dex
Minutes ] DayiDate)integer)
E Ernd of MonkhiDabs and Time ) Dabe Tims)
5] End of Monhivear, Month)Date Time)
Date E Erd of Quarier Dabe and Timne ) Dabs Tme)

[ End of Quarier(Year, GuareryDaleTime)
E End of WWeekiDate and Time i DabeTime)
1 End of Week(vear, Week ) DateTime )

d. Forthe Days value, type (minus 1)
-1
then drag the ltem References > Temporary Access Request > End Date property into the Date and Time
Value text box, then click Finish. Click Finish once again to close the Extend Access Properties wizard.
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AddDays|Date and Time,Days)

Process/Activity Data

S @ ) Data Fiekds
0 & L5 XL Fislds
= 2 Associabong

¥ Function Hame Add Days(Temporary Access Request End Date 1) 7] :I L8 References
[P,
= P2 nem Reserances

= ' Temporary Access Request
Mame Type Valus G 1D

Configure Function

Relun Type DataTire I

A Full Hams
Date ard Tims DateTime I Temporary Access Request End Date Al Company
|18 Stard Date

Days Integer I -1 m

\] Requester
Al Requester Email
,.\] Requester Usertlame

Al Approver

Al Approver Emai
Configure the function’s parameters on this page. Each parameter can be configured by eilther Byping in \] approver Login Hame
slabic values, dropping in a field or using an expréssion by clicking on the &{x) bullon or by dragging in an = ol
Expression Al Department

%], AD Login Required

: — —— A AD Useriame
Finish | Cance s o i

You want the Extend Access user task (that you will configure next) to fire off one day before the temporary
access end date. The user task will be routed to the form originator, who must decide whether or not to extend the
temporary access. Now you will add the user task and configure the lines that result from the user task.

e. Dragand drop a SmartForms Client eventinto the Extend Access activity from the Events Wizards
pane. Click Next on the welcome page.

f. Asyou did for the HR Tasks activity, you should be familiar enough with the SmartForms Client Event
wizard screens to use the table below to configure the wizard:

Screen Field Value
Select Form and State Name Extend Temporary Access
Form Temporary Access Request Form
State Use existing Extend state

Configure ltem Reference
Specify Form Parameters

Configure Open Worklist
ltem Rule

Transfer Workflow Data to
Form

Configure Actions Actions

Action Display Settings
Transfer Form Data to
Workflow

Outcomes

Destination User

(no changes, use default values)
(no changes, use default values)
(no changes, use default values)

(no changes, use default values)

Extend access
Do not extend access

(no changes, use default values)
(no changes, use default values)

(no changes, use default values)

Select the Process Instance > Originator
from the Workflow Context tab
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Destination Users

o acd B3¢ Remove a1l | F MoveUp | JL Move Down
Name
0 | = B -

IConfigure the destinabon users.

Task Notification (Do not send a task notification)

g. You should see two lines that flow out of the activity. Grab the arrow-head of the Extend Access line,
and loop it back into the same activity. (It may take a few tries before the arrow will snap to the activ-
ity. Aim for the activity icon.) This step is creating a loop in the user task that will continue to loop until
the user or system expires the event. If the originator chooses to extend the access, they will need to
input a new end date. The workflow will then loop back and pause until one day before the new end

date.
IT Tasks Completed HR Tasks Completed
Extend access & | Extend Access "

5 .
E] Extend Tempnrar)r Access

Loop the line back to the same éu not extend access
activity

Note

It can be tricky at first to get the loop-back line snapped into place. Grab the arrow-head of the line and drag it
around the side of the activity and snap it to the top of the activity, near the icon. The animated .gif below may

help:
@ Fart
&-:_ D!H'\:.hl;-
l.‘ii'- [ e ] ‘g & etk ey E
Caution

Do NOT draw lines that loop back to activities that contain only server events if those activities do not have a
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workflow into an infinite running state).

start date that increments somehow. Doing this will result in an unresponsive process at runtime and can
affect the performance of your K2 environment, because your workflow could end up going into an infinite
loop. You should only use this loop-back line approach with activities that contain user tasks (because the
workflow will wait for the user to action their task) or with activities that have a start rule (because the start
rule will delay the start of the activity until a certain date, which will prevent the infinite loop from putting your

h. Add a new activity called
Set Status Expired

to the workflow and then connect the Do not extend Access line to this new activity.

e | T Tasks L]
@

1] Additional IT Tasks

S SetIT tasks complete [E3  set HR Tasks Complete

E -

HR Tasks Complated

v
% HR Tasks
L

T  Additional HR Tasks

IT Tasks Completed

L. 3

Extend access | | M | Extend Access (5]

&

o ]

i}

L] Extend Temporary Access

Do not extend access

& set Status Expired | 0
L‘ﬂh

x

i. Next you will define an escalation for the Extend Access step, so that the workflow will go to the Set
Status Expired activity automatically one day after the end date of the access. This is a security meas-

ure, in case the requester forgets to action the task to extend the temporary access.
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Right-click the Extend Access activity and select Properties, then open the Escalations tab.

¥ ¥ .
- | IT Tasks A - | HR Tasks { Activity Escalations
& =
T]  Acdwicnsl IT Tasks T] Acdsional HR Tasks —
'E S#1IT tasks comphets H S+t HR Tasks Compiete -ﬂ EE ca |atIDI'lS
] IT Tasks Completed HR Tasks Completed I "”l!ﬂ o Add
1 L Mame Rule
Extend access e | Extend Access i~ '
5 I——
E]  Extend Temporary A 5, s
= nge lcon @
Do mot A, | View '
L Zoom k (9
'&Ej Set Status Expired Copy
A
= % cu !
-
Paste
GConfigure Escalabions.
¥ Delete ? q
"N
=} Properties

j- Add a new escalation and click Next on the welcome screen.

k. Name the escalation
Expire Access
and click Next.

I. Onthe Rule Template screen, select Escalate On and click Next.

m. You want the escalation to fire one day after the end date. On the Escalate On screen, select the
Dynamic radio button, then use the ellipsis icon to drag and drop the Add Days inline function into
the Date and Time text box.

Add Escalaion =] |
Context Browser
Escalate On
Function Browser
Specifc 3 s 2l Conversion
Date £/3/2015 v @ = gl Daa
=
Time: o
(=] Add Days(Dale and Time, Days)DabeTime)
%) Dymarnic [ A GUFS|DALE &nd Time, Fours JLaTe Time)
Dste and Time I Ap— ﬁ S [ add Minutes(Date and Time, Minutes)Date Tims)
— [e¥ Add SecondsiDate and Time, Seconds {DateTime)
ard then afler . .
d @ Day DifferancalFirst Date, Second DabeDecamal)
Days: . Heurs . 5] DayDateyinteger)
— : - 5] End of MenthiDiate and Time ) Date Time)
e B secoes a8 5] End of Month(vear, MonthDataTime)
P T———— . timas [ End of Quarter(Date and Tirme ) DateTime)
ALl -~ Lis & i i 3

n. Configure the function to add one day to the Item References > Temporary Access Request >
End Date property, then click Finish. In this step, you are telling K2 that if you reach the end date
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(day), the wait one day and expire the task if the requester did not extend the end date.

AddDays(Date and Time,Days)

Process/Activity Data

2 @ L7 Data Fiewds
# L XML Fislds
g Associabons
F Function Name Add Days(Temporary Access Reguest End Dale 1) i] c g References
=l [ Itern References

Configure Function

x
= B

Redum T DalbeTi :
R aetime Ll = [ Temporary Access Ragues]
Mame Type Value E¥ 1D
[ A Full Hame
Duabe and Time Doate Time I Temporary Access Request End Date i Company

Days Ineger I 1 ﬂ

Slatus
Requesier

Requesler Email
Requesier Lisert ame
ADOigar

b |

0. Click Nextto go to the Working Hours screen and then select the None radio button. Click Next.
(This escalation will not be associated with any working hours.)

p. Forthe Action Template, select Go To Activity and click Next.
Action Template

E-mail
Redirect
Go fo Activity

Expire Activity

g. Onthe Go to Action screen, select Set Status Expired, then click Next. Click Finish to complete the
Escalation wizard, then click Finish to close the activity properties page.

Add Escalation B4
Go to Action
Go to Activity: Set Status Expired -
Step 9 Review

In this step you configured a user task with a start rule (so that the task is delayed until a specific date) and an out-
come that loops back to the same activity (so that the task is restarted on a later date if the user decided to extend
access to a future date). You also added an escalation that will expire the active task and go to another activity in the
workflow if the user does not action the task in time. You used inline functions to calculate the start date and escal-
ation date.

In your scenario, this step is used so that the requester can extend the temporary access if needed, but if they forget
to do so, the system will automatically expire the temporary access one day after the end date.

Step 10: Add server tasks to complete the workflow
In this step you will add some additional server tasks that need to be performed at the end of the workflow. One task will
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update the status of the temporary access request and another will disable the AD account if one was created for the

temporary user. You will define a conditional line that will check to see if an AD account was created.

Step 10 Tasks

Expired.

True

Step 10 Walkthrough

eventto
Set Status Expired

Expired

Finish the wizard.

Disable AD Account

welcome screen.

C. Add a new activity to the workflow and name it

1. Add an eventin the Set Status Expired activity to set the Status of the request to

2. Add a Disable AD Account activity to the workflow and add an Active Directory Event and con-
figure it to disable the AD account using the ltem References > Temporary Access Request >
AD UserName property and the trim inline function.

3. Add aline between the Set Status Expired activity and the Disable AD Account activity and con-
figure the line rule to only execute if ltem References > Temporary Access Request > AD
Login Required property is

a. Copy and paste the Set Status Approved event into the Set Status Expired activity. Rename the

b. Re-runthe event wizard and configure the event to set the Status property to

Now you will add an event that will disable the AD account if one was created.

d. Dragand drop an Active Directory Event into the Disable AD Account activity. Click Next on the

[FzEneral
.E]I:ml'ault Elient Bvent
EJForms Generation Client Event
[R5 Default Server Event (Code)
B8 Default Server Event (W)
-ji-mall Event
[E=]IPC Event
(B3 smartObject Event
(8 code Reference Event
-J.]I'_“lata Ewent
# Placeholder Event
B3 themn Reference Event
[%3] CRM 4 Event
E:__"_-]Achw Directory Event
-_‘ﬂErchnna:t Ewent
I smartForms Client Event
b Sharefaint 2010 Everits
pArure Active Directory
B CRM Ewents
b SharePoink 2013 - Document Events
b Sharefaint 2013 - Document Sek Everits

hih o { T T e I B Fuants

— E]  Addibonal IT Tasks
a Set IT tasks complets

] IT Tasks Completed

E]  Addisons
5 SetmR TS

HR Tagks Compigbed

Y

.l

Esfend access | sl | Extend Access (2]
|:'-l§} L—

':] Ewtersd Tesmporary Acoess

o | Sat Status Expired B

E Set Status Expired

!

[ Do il ediend oo

e. Name the event
Disable user account
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then select the Disable a User action and click Next.

Active Directory Event Wizard 74}

Event Name and Action

Event Mames: I| Disable uszer account

Create Mew User

Update a User

Digable a User

Add User to Group

Remove User from Group
Remove User from All Groups
Create a Group

Update a Group W

Specify an event name and choose the action you want to take.

@ (<Coun | en2> | o ot

f. Onthe Specify User to Disable screen, drag and drop the Trim inline function into the User Name
field. (Once again, you are using the trim in-line function so that any extra spaces are removed, as
Active Directory can be particular when it comes to extra spaces.)

Active Directory Event Wizard

Conlex! Browsers

Function Browaer

_ _ T
Specify User to Disable s 3 SharePort
— B @ Tt
LHad Nama (DOMAIMUSER) . i E Copn bain g Tl Sulkraning WE-oole.ad

=) [I] Empty SkringiStrng)

;i']j. FindTeod, Subsiring sinteges)

&0 Hyparbnk Daplay Name, URLjYSng)

[ IngertiText. Substring, Posiion ) String)
{' Join(\Values, Separabor)y String)
(3] Len(Text, LengtixString)
:':l' Lengih| Texdj(Integer )
[ Mt Tt StartyString)
] sarText. Star, LengthyString)
[F# Fad LefiText, Fad Character. Overall Length ) String)
4 Pad RightiTeod, Pad Character, Cverall Length){String)
23] PropesiTuaySting)
[EF ReplaceiText. Find, Replace ) Siring)
|| RighiiTexd, Length)Siring)
(53] SpstTe, SeparaberyStingl)
(8] To LowerText)Suing)
| To Upper{Tex ) Siring)
(2] Teim(TextyString}

Enler in he Lisemanse of the Liser you wan 1o disable

n £ Back | Mext > | Finish | Cance
-
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g. Configure the Trim function to use the Item References > Temporary Access Request > AD User-
Name property, then click Finish.

Process/Activity Data

- J .
Configure Function 7 Data Fiskds

o ® LZ) XML Fields

3 Associations
P Funcson Name Trirm(Temporary Access Request AD UsarName) ﬁ- - g References
) = F5 Hem References
i, K S A =] ' Temporasy Access Reguesl
Nanne Type Value Gr 0

[ A Full Hame

Tex sting | [ ec0] Al Company
18] 5tan Date
[18] End Date
A Status
Al Requester
Al Requester Emai
_-\] Requester UserHams
Al Approver
Al Approver Emai
,-'L] Approver Login Name

Configure the function's parameders on this page. Each parameter can be configured by either lyping in
E‘Iaﬁc values, dropping in a fiedd or using an expression by clicking on the &{x) butlon or by dragging in an
APIESSI0n

n Finish | Canced

h. Click Finish to complete the wizard.

In this step, you added an event that will disable the account of the temporary user, using the AD
UserName property to find the correct account.

Next you will add a line to the workflow that will only go to this activity if an account was created for the
temporary user.

i. Draw a line between the Set Status Expired activity and the Disable AD Account activity.
j- Right-click the new line and click the Line Rule tab from the line properties.

Do nol extend access

] (=
e, | Set Status Expired E i

& SEXDYE ='=|. Line Rule
=3

Sa1 Status Expired

=l I

&~ Disable AD Account |51
&
3

Dhable uisd SEoun

Congura the nule thal determines if this ling musd be follovwed

k. Add a new rule to the line and configure it so that the line is only followed if the Item References >
Temporary Access Request > AD Login Required property is
True
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Click Finish to close the line properties window.

—— e —

Context Browser
Add Edit X Remove Remove All
X

Firs Vanakbile:

Process/Activity Data

[TFemporary Access RequestAD Lood| R

+ | Data Fiekds
[ & (5 XML Fisids

Logical Function
Y -2 Associations
= -2 References
it = [ Item References
o0 x = 'f4 Temgporary Access Requesi
& o
[A] Fun Hame
Comparison Operator: _L— Company
= 18] Start Date
[18] End Date
Sacond Vanable "f SHatus
Configure the nule thal datermines if this kne must be followed. =
True A Reguester
| Al Requester Emai

| Al Requester Usertiame
L
A Approver Email
\_ Approver Login Name
| Al Depanment
= — 1 3 AD Login Required |
|A] AD Userlame
E Additional IT Tasks Reaulrel
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I. Add aline label that indicates that the line will only be followed if the create account value was true.
Your workflow should look like the image below.
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— 1-

i Approval ‘EI_ _ :Ham [ nqsemd 'El‘_
_h B Manager Approval | T st Status Rejected
e ] send Rejected Notification

pasnbai jou JuNnodoy QY pue panciddy
Ry
2
=
i
@

If Y
Approved ‘E' Neither IT Nor HR
IT Tasks Required - ‘HR Tasks Required
_ v I A 3 .
m IT Tasks ‘El . . @ HR Tasks =l
fe . ~Le> L} 3

Additional IT Tasks R 7 Additional HR Tasks
Set IT tasks complete 53 setHR Tasks Complete

IT Tasks Completed HR Tasks Completed

Extend access g Extend Access 8

] Extend Temporary Access

Y

: Do not extend access

o @HM:&M 'El‘|_
T3 set Status Expired ”

.

AD Account requested
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m. Save your workflow
Step 10 Review

the first place.

In this step you added a SmartObject method to set the status of the request to expired. You also added a new event
to disable the AD account and configured a line rule so that the account is only disabled if an account was created in

Step 11: Format the workflow with color-coding and align (OPTIONAL STEP)

Note

This is an optional step. Formatting the workflow will not change the behavior of the workflow. If you are short on

time, skip ahead to Step 12.

Using colors in your workflow can help you visually distinguish user tasks from system tasks and outcome line actions.
This is especially useful for larger processes.

Step 11 Tasks

Rejected - red

Parallel paths - purple

Step 11 Walkthrough

2. Change line colors as follows

Looping Extend access - orange

1. Change the activity colors for activities that contain user tasks to blue.

3. Align activities and move them around so that the workflow is easy to read. See the screenshot in
the walkthrough for a sample layout.

a. Firstyou will change the color of all user activities to blue, so that you can easily distinguish activities
that require user input from activities that are performed by the K2 server only. Right-click the
Approval activity and select the Change Color option. Change the color of the activity to blue.

O Start S i
Bamne colors:
I HElfmEIMENEN
EIrmEFNFENEN
L‘%‘w-l 2l gooen | W HENEN
= 3 Change Color HE N -. HE
E) MacsowAoprovit [EF  Change lcon EEEEEEEN
z - L | View ,f AEEENET N
‘g Approved and AD Account req & Zoom * N Custom colorx
g 1 Copy | {
2 % cu w) ] o]
E l?"w Create AD Account Paste
8 L Define: Custom Colors: > |
E- E Create new Aocount }( Delete ITI Cancsl I
= | - ' Properties -
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b. Use the same approach to change the color of the IT Tasks, HR Tasks and Extend Access activities
to blue. Now it is easy to see which tasks in the workflow require user action.

==
|

Approval H Rijecied Reeecbed A

| Mansger Appeost B3 sets0mn Rueced
7] Send Repecied Mothcation

-

Approved and AD Acoount reguned

%mmw a

TH  Create e Aecoun

-

|

% R = Mether IT Maor HR
-

B3 set Stwtus Approved

IPRUNIER J U0 (T PUR PRAGUdd

IT Tasks Risquined I .l HR: Tasks Requinsd

2

TT Evtersd Terges ary Aisats

Do nol exiend access

%mmm 8

F3 et Sahun Capied

AD Account regusied

%anm_ 8

T bl user ssbiment

C. You can also use color-coding to illustrate the different paths that may be followed (for example, to
illustrate the exception path of a workflow). Right-click the Rejected line and change its color to red to
indicate that this is the exception path.

Osur:

Rejected @} Fejected

B9 et Status Rrjected
T send Rejected Noliteaton

§ Appraved and AD Acoount required

d. Change the color of the loop-back Extend Access line to orange to indicate that this is an optional
path, then change the color of the IT Tasks Required and HR Tasks required lines to purple to
indicate that they are parallel paths.
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il_y@}nwi

Neither IT Nor HR

||_E . Set Status Approved

IT Tasks Required

HR Tasks Reguired

HR Tasks
I3j||mm|r'rm- ] Additional MR Tasks
EJ BetIT taiks complete [E3 st HR Tasks Complete
IT Tasks Completad HR Tasks Completed
1
Extend access Extend Access H]

Extend Temporary Acceis

If necessary, move activities around and use the alignment functions so that activities are nicely aligned and sep-
arated from one another. Try not to have any activities overlap, and try to lay the workflow out so that lines do not
cross over each other. It won’t affect the operation of the workflow if they do, but following these guidelines just

makes for an easy-to-understand workflow.

“Hm
Show LE

W Procd  USE the format tab to align activities, or
move them around manually

4 General
B Default Client Event
!] Forms Generation Client Event
3 Default Server Event (Cade)
T oefault server Event [WF)
5 E-rnail Event
[E5] IPC Bvent
53 $martdbject Bvent
i code Reference Event
m Data Event
/&, Placehalder Event
T tern Reference Event
[S8] CRI 4 Event
5 Active Directory Event
E] Exchange Event
] smartForms Client Event
b SharePoint 2010 Events
b Azure Active Direcbory

b1 JOU JUNOY (Y pue panosddy

e e Same Regize 5 :
Gid  toGd 3 = EE | op Grig .| Same Height
Alignment Simng
| Event Wizards %« ¥ || Temporary Access Application Workflow
o,

Oﬂlrt

Approved and AD Account required

@ Create AD Account | 5

|
E Create new Account
]

-
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An example of how you might organize your workflow.

I

Rejected h" Rejected ‘5!.

Ej Set Status Rejected
5 send Rejected Notification |

. pannbal Jou Junoxyy Oy pue pasciddy

Meither IT Mor HR

IT Tasks Required HR Tasks Required

HR Tasks l .
@™ Il
7 | Additional HR Tasks Q
Set HR Tasks Complete o

IT Tasks Completed HR Tasks Completed
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Step 11 Review

In this step, you just explored some formatting options for workflows. Applying some consistent and logical formatting
language to a workflow will make it easier to understand visually.

Step 12: Configure process properties and deploy the workflow

In this step, you will briefly explore the process properties, deploy the workflow to your K2 environment and then give

the users in your organization permission to start and report on the workflow.

Step 12 Tasks

2. Save the workflow.

Step 12 Walkthrough

1. Confirm that the Create Workflow Reporting SmartObjects option is selected.

3. Deploy the workflow. (If the deployment does not complete within 5 minutes, close K2 Studio, re-
open the project, save your workflow and try to deploy again.)

4. Give domain users start and view rights to the workflow (from the K2 Management site).

a. First you will make sure that the workflow will generate reporting SmartObjects when it is deployed.
You will be using these SmartObjects in Part 4 of this tutorial.
Right-click anywhere in the canvas of the workflow and select Properties.

e e

@ Send Rejected Notification

F

B

Update Design Templates...
3, View
1 & Zoom
Copy
Cut
Paste
| ¥ Delete
Meither IT Nor HR . LTI —

b. Open the Association tab and confirm that the Create Workflow Reporting SmartObjects option is selected. If it
is not selected, CHECK the box to select it, then click the Settings button to the right of that line. CHECK all three
options (Process, Activities, Events) then click OK. Click Finish.

This setting tells K2 whether or not to gather reporting data for each workflow process and process instance. If
you select this option, K2 will create reporting SmartObjects specific to this workflow. If you know for certain you
don't need reporting data on a process, you can turn this option off, to keep server performance optimized.
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sl Add

. Alias Mame SmartObject Binding

|-
\EII Association Details
!

f

|| Create Workflow SmartObjects
JE—" |+ | Create Workflow Reporting SmartObjacts m
l¢ |#*| Enforce SmariObject GUID Integrity
L'H

=3

Select all the oplions that are applicable

E n {{ Back | Next #» | Finish | Cancel

Create SmartObjects for

[“]|Process

[]|Activities

c. Save your workflow using the File > Save command

d. From the Deployment pane in the ribbon bar, select Deploy. (If this operation appears to hang for
more than 5 minutes, close K2 Studio, re-open the project and try to deploy again).

Note

Deploying a workflow publishes it and makes it available to your users. If you make a change to a workflow,
you must then redeploy so that your changes are exposed to your users. One word of caution however,
deploying a workflow does not update previous instances of that workflow. In other words, any workflows that
are currently active, will continue to use the workflow version they were on when they started. Depending on
the changes you make to a workflow, you might consider allowing any active processes to complete prior to
redeploying a new workflow version, especially if the updates included updates to the Forms or SmartObjects
used in the workflow. .
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anm Forrnat  Process | Guide K2 Concepls

= X cut '=:] | New i | S melude
Lt =1 3 B =y
Paste opy References i Cpe Dieprl @ Exchuce
] Selectanl 4 New Folder
Clipboand Progect Dﬂmnt
E—: Event Wizands % ¥ || Ternporary Access Application Workflow

Ay CeFault Server Event [Code]
) Ceefmult Server Event (WF)
'HE-mull Bverit

B iPc event

{23 SrartOl) ect Event

[ Code Reference Bvent

[ Data Event

sy Placeholder Event
;Ium Reference Event

[Z cRp 4 Event

7B Active Directory Event

28 Bxchange Bvent
L. _] - F=TI "

paanickiy

Approved and .ﬁ.lD Acoount required

e. Wait for the project compilation to finish and then on the deployment wizard welcome screen click
Next.

f. Inthe Server and Project Settings screen, select Development and click Next.

Server and Project Settings

Select the deploy destination environment.
Enmvironmeank: |Dﬂalupment -
K2 Learning

= 3 Temporary Access Application
&] Temporary Access Application Workflow

g. Click Finish to start deploying the workflow. It may take a few seconds for the workflow to finish
deploying. Once the deployment is done, you should see a Deployment Succeeded message in the
status bar.

Note

If the deployment does not complete within 5 minutes, close K2 Studio (you may need to use win-
dows task manager to stop the K2Studio.exe process), re-open the project, save your workflow
and try to deploy again.

L — i T

b SharePoint 2013 - Site Events
|| EE  set status Apped

b SharePoint 2013 - User Events

-

IT Tasks Required h

L

IT Tasks

L]

|n Additional IT Tasks

Sl A Sl LNa el < 0

mm Succesded I

h. Save your workflow.
i. Next you will give all of the users in your domain rights to start the workflow and view the workflow
reports.
Launch the K2 Management site (Start > All Programs > K2 blackpearl > K2 Management).
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(If the K2 Management site link is not in your menu, ask your K2 administrator for the URL to the site.
If you do not have administrator rights on your K2 environment, your K2 administrator will need to
assign the process rights described below.)
. K2 blackpearl

E K2 Designer

2] K2 Designer for Visual Studio 2013
Im K2 Management I

[;% K2 Package and Deployment

e K2 Server

e K2 Server (Service Account)
2a K2 Studio

K2 Workspace

. Documentation

. Setup ~
4 Back
| Search programs and files e |

j. From the Management menu, expand the Workflow Server node, then click on Workflows. All of
the current workflow projects will be displayed in the central pane. Locate the Temporary Access
Application Workflow project, then click it so that it is highlighted. Click the Rights button in the top
toolbar.

mn workflows  Instances

mm Management

Workflow Projects
Dashboard

Categories ap Instances | & Rights | &= Roles
Cate, RS
| Environment Library peieuali =t Default -
* Features Quick Search: Al fizlds: L G
atures
Servers NAME MODIFED BY MODIFIED DATE
Authentication IE Temmporary Access Application Wor...  Denallix Administrators 22016 I
! |I'ILEEI'E[ ian E wWorkflow Admenistration Sample Denallix Administrator TR2R2016
Woarkflow Server @ Child Process Denallix Administratos Fr28r2006
» &L Workflows @ Parent Process Denallix Administratos 2B2016
Server Rights —
I/ Child Workflow Denallix Administrator FIR2RZ016
Working Hours
B Parent Workflow Denallic Administrator Tr2B20E
Schedules
EfTors Test Process Denallix Administrator 262016
s+ EMors
b I'I 5[r|ng Table A Leave Request Workflow Denallix Administrator TR2A206
') 2
: &« < b

@ Denallix Administrator R

k. On the Workflow Rights screen, notice that the deploying user already has ADMIN rights. K2 assigns
the admin process rights automatically to the user that deploys the workflow. Click Add.

I. Onthe Add Users, Groups and Roles screen, change the Label to K2 (if necessary), then enter
domain users
into the search text box and click the spyglass or Search button.
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Workflow Rights

o+ Add | X Remove [ Save () Refresh
MNAME ADMIN START VIEW VIEW PARTIK SERVER EVEl
:‘ Denall: Administrator True False False False False
NAdd Users, Groups and Roles
Search: All A domain users x p Search
Label: h's
Type: Contains A

K2 finds. Click to highlight
domain users. Click Next.

m. The results pane on the Add Users, Groups and Roles screen will display any search results that

the Domain Users search result, then click Add once again to select the

== Add @

NAME

t

users will show up here...

ACCOUNT TYPE LABEL EMAIL
o= Domain Users Q DENALLEADomain Users Group K2
)( Remove
MNAME ACCOUNT T LAB... EMAIL
g4 Domain Users DEMALLXADomain Users Group K2

After Add has been clicked, the

n. CHECK the boxes for START and VIEW. Click Finish.

MNAME ADMIN

Doemain Users

START

VIEW VIEW PARTICIPATE SERVER EVENT

«

and VIEW rights.

Workflow Rights

&4 Add ) Remove
NAME
&, Denallix Administrator

8- Domain Users
P

B save C Refresh

ADMIN START VIEW VIEW PAR... SERVERE...
True False False False False
False True True False False

Leave the K2 Management site open as you will return to it in later steps.

You should see that the deploying user has ADMIN rights on the workflow, and domain users now have START
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Step 12 Review
In this step you reviewed the process properties, specifically ensuring that K2 will create reporting SmartObjects for

this workflow. You will be using the reporting objects later to build a composite SmartObject. You also deployed the
workflow and then set permissions so that users in your domain can start the workflow and run reports against the

workflow.

The solution is now ready to test!

Part 2 Review
In this part of the tutorial you learned how to implement more advanced workflow concepts like conditional lines, eval-

uating user data and business data in a line, escalations, loop-back lines and more. You also learned how to format a
workflow for clarity and then deployed the finished workflow to the K2 environment.

The application is now ready to test, which you can do by following Part 3: Testing the Application.
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Temporary Access Application: Part 3 (Testing the application)
In this part of the tutorial, you will test your new Temporary Access Application by starting several new instances with dif-
ferent combinations of requirements and dates.

Note
You must complete Part 1 and Part 2 of this tutorial before continuing with Part 3. Part 3 is dependent on the first

two parts.

Step 13: Test the workflow

Now that the workflow is deployed it is ready to test. In this step you will start a few new instances of the Temporary
Access Application Workflow with different combinations of additional tasks and dates, to verify that all of the con-
ditional executions and escalations in our workflow work as expected.

Step 13 Tasks
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1.

2. Using the appropriate approver account, approve all four requests. (The approver may vary,
depending on where you are logged in. If on a K2-provided VM, logged in as Administrator, use

Field

First Test ltem

Full name

Company

Start Date

End Date

AD Login Required
Additional IT Tasks
Additional HR Tasks
Second Test Item
Full name

Company

Start Date

End Date

AD Login Required
Additional IT Tasks
Additional IT Tasks
Description
Additional HR Tasks
Third Test Item
Fullname

Company

Start Date

End Date

AD Login Required
Additional IT Tasks
Additional HR Tasks
Additional HR Tasks
Description

Fourth Test Item
Full name

Company

Start Date

End Date

AD Login Required
AD-User Name
Additional IT Tasks
Additional IT Tasks
Description
Additional HR Tasks
Additional HR Tasks
Description

Open the Temporary Access Request Form and submit four new temporary access requests.

Value

First Test

First Test Company
(today’s date)
(tomorrow’s date)
No

No

No

Second Test

Second Test Company
(today’s date)

(2 days from today’s date)
No

Yes

(Additional IT Tasks)

No

Third Test

Third Test Company

(3 days before today’s date)
(2 days before today’s date)
No

No

Yes

(Additional HR Tasks)

Fourth Test

Fourth Test Company
(today’s date)
(today’s date)

Yes

Set to Default

Yes

(Additional IT Tasks)

Yes
(Additional HR Tasks)

Jonno's |IE account found in the User Shortcuts.)
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3. Inthe K2 Management site, open the process instances for the Temporary Access Application
Workflow. Use the View Flow Report to verify that the workflows are at the expected activities,
based on the selected options.

First Test- skipped the Create AD Account step, skipped the IT Tasks Step and skipped the HR
Tasks step, and is waiting at the Extend Access step.

Second Test - skipped the Create AD Account step, waiting at the IT Tasks step.
Third Test - skipped the Create AD Account step, waiting at the HR Tasks step.

Fourth Test- executed the Create AD Account step, waiting at the IT Tasks step and waiting at
the HR Tasks step.

4. Submit another request and ask the approver to Reject the request, or reject the request as the
approver. (Optional)

5. Complete the IT Tasks for the Fourth Test and the Second Test. Use the View Flow report to
verify that the Second Test moved to the Extend Access step, but the Fourth Test is still waiting
for HR Tasks to be completed.

6. Complete the HR Tasks for the Third Test and the Fourth Test. Use the View Flow report to verify
that the Third Test moved to the Extend Access step, and the Fourth Test has also moved on to
Extend Access because the HR task has completed.

7. As the originator, complete the First Test with Do Not Extend Access.

8. Asthe originator, open the Third Request, select an End Date in the future and complete the task
with Extend Access.

9. Using View Flow reports, verify that the Third Request and the Second Request workflows are
waiting to start the Extend Access step, because the end date is in the future.

10. Verify that the Third Test workflow expired at the Extend Access step and continued on to the Set
Status Expired step. It did not go further than this because there was no AD account for this
request.

Step 13 Walkthrough

a. You will use the Temporary Access Request Form to start four new instances of the workflow. Open
K2 Designer: Start > All Programs > K2 blackpearl > K2 Designer. (If the link does not appear in
your menu, contact your K2 administrator for the URL to your K2 Designer environment.)
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b. Locate the K2 Learning > Temporary Access Application folder, then select the Temporary

Access Request Form.

K2 Designer

Search: (=

=] Fﬁ:] K2 Designer
B 8 My Items
= P Al Items
# [ Active Directory
® [ CcRM
# [ Exchange
B P= K2 Leamning
& [ Hello world

El P Temporary Access Application
|g] Temporary Access AD User SmartObject

# [ Temporary Access Request Form

3] f:ﬂ. Temporary Access Request Item View
® |@] Temporary Access Request SmartObject

c. Inthe properties pane, click the Runtime URL to open the form in a new tab.

Note

The Runtime URL is the web address (or link) that allows your users to access SmartForms. This is the URL
that you can use to link to this form from a web page, for example.

Ll - I i T ¥ Acoess I 1 Form Vigrpaoa 1.0
Cearch: |+ g | - —
: =
B 7 K2 Dewsgrer
A 5 My ems
= P~ Al lbems Hame; Termporary Access Reguest Form
B [ Active Directory Syatem Name: Termarary Secesd Reguedt Farm
E [ crRM Dezcripion:
" Exchangs Dasign Time URL: 1z 12 - " ) .
= 5 K2 Leaming [Rumtine wRL ferg i} " rr— S P P——p ]
= Hallo Werld =
= Category: K2 Lesming\Temporary d&coess &pplcabion
B P Temporary Atcess Apphoation
‘8] Temparary Access AD User Smsctbject Viersion: L
4 [T Temporary Accsss Request Form Created Date: EIZ{T0L5 BI04 AM
# ™ Temparary Acoess Reguest Them View Created By: Denallix Adminastrator
4 @) Temperary dcoess Request SmartObject Hadilied Date: 32015 1:34 PH

d. Once the form loads, enter some data for the test requests, then Submit the form. Use the table
below to capture the details for each request. Make sure to select the options exactly as shown, since
you will use reporting to validate that the workflow is executing as expected. Make a note of the
approver value, because this user will need to approve the requests. When you submit the form you
should see a confirmation message. In the background, the workflow will be starting.

Field

First Test ltem
Full name
Company

Start Date

End Date

AD Login Required
Additional IT Tasks

Value

First Test

First Test Company
(today’s date)
(tomorrow’s date)
No

No

K2 blackpearl Core

Page 298 of 332



Additional HR Tasks
Second Test Item
Fullname

Company

Start Date

End Date

AD Login Required
Additional IT Tasks
Additional IT Tasks Descrip-
tion

Additional HR Tasks
Third Test ltem
Fullname

Company

Start Date

End Date

AD Login Required
Additional IT Tasks
Additional HR Tasks
Additional HR Tasks
Description

Fourth Test ltem
Full name

Company

Start Date

End Date

AD Login Required
AD-User Name
Additional IT Tasks
Additional IT Tasks Descrip-
tion

Additional HR Tasks
Additional HR Tasks
Description

e. Exitthe form.

f.

No

Second Test

Second Test Company
(today’s date)

(2 days from today’s date)
No

Yes

(Additional IT Tasks)

No

Third Test

Third Test Company

(3 days before today’s date)
(2 days before today’s date)
No

No

Yes

(Additional HR Tasks)

Fourth Test

Fourth Test Company
(today’s date)
(today’s date)

Yes

Set to Default

Yes

(Additional IT Tasks)

Yes
(Additional HR Tasks)

Now, you will action the requests as the approver.

If you are building this tutorial using a K2-provided VM, open the approver’s Internet Explorer (most
likely Jonno) using the User Shortcuts. If prompted, login with the following credentials:

Username: Denallix\Jonno

Password: KZ2pass!

Alternatively, ask the approver that you noted while completing the requests to log in so that they can
approve the requests.
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& IE (Daniel)

& I (Debbie)

B E(Enc)
IE (Joe)

8 E (Jonno)
IE (Richs

- Outlockl -2calion: runas C

& Outlook (Debbie)

B Outlook (Eric)

8 Outlook (Joe)

8 Outlook (lonns)

& Outlook (Richard)

Windows\System32)

Finance

Headgquarters b

Legal

Uperations 3

Sales L

Distributors ¥
b
k

Partners
Regienal Offices

10638 AM
~ B saos

g. Open the approver’s email or Outlook Web Access (OWA). You should see four approval tasks for
the approver, one for each test you started.

h. Open the link for each of the tasks, and then approve each request. Alternatively, just reply to the
emails with
Approved
for each item.

Note

SmartActions. SmartActions allow you users to simply reply to the task notification email with their action
decision as the message body. For example, to approve a request, the user can simply reply to the task noti-
fication email with "Approved" as the message body content. K2 will read this action and move the workflow
along accordingly. This feature is for convenience as it allows your users to action a task assigned to them
without having to open and submit the form.

| Workfiow

Fedia: Fouarth Test
Activity Mame: Approval

Instrsction

Sl et Action

Temporary Access Request

Termporary Acoeis Request

Person Information
Fudl Marme Fourik Test
Company Fourth Test Compamy
Start Date 6272015
End Date 6452005
p
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i. Close the approver's browser.

j- Switch back to the K2 Management site tab in your browser. (If you closed the K2 Management site,
use the start menu link to open it once again: Start > All Programs > K2 blackpearl > K2 Man-

agement)

k. Expand the Workflow Server node, then click Workflows so that the workflow projects are displayed
in the central pane. Locate, then click to highlight, the Temporary Access Application Workflow.

Click the Instances button located in the toolbar.

Workllows Nstances

=.. Management

Waorkflow Projects

®m Dashboard

Sal , Rights 3> Rales
oF) G [5 reame]a s

Lelected Filter:  Default

» [Hl Environment Library

Quick Search: Al fields

v £
T

MODFIED BY

G

MODIFIED DATE

Cenallix Administrator

FI2B2016 I

Features
H Servers s
3 @ Authentication Iﬁ Temporary Access Application Wor...
» '.."J'. Integration @ Woerkflow Administraticn Sample
A B Workflow Server B chiid Process
» 5 Workflows B Parent Process

g Server Rights
) = E B chid Workflow
Waorking Hours
B Parent workfiow
Schedules =

B Test Process
Errors Bl Test Process

y L

» Bl String Table B Leave Request Workflow

® Denallix Administrator  «+=

Benallix Admindstrator

Denallix Admindstrator

Denallix Admindstrator

Denallix Administrator

Denallix Admindstrator

Denallix Administrator

Cenallix Admindstrator

« < 12

ARG

72826

2a2me

72BI2016

F2ARMG

72672016

F252M6

You should see the four instances that you started in the previous step. (The order of your process instances may
not match the image below.) You will be opening the View Flow Report for each process instance to observe the

current status of the workflow.

Process instances of the Temporary Access Application Workflow

Instances
tart (8 Stop K Delete (¥ Goto Activity Start New  (Cy Refresh
Selected Filter:  Default “' J Quick Searche Al fields
1+ FOLIO START DATE STATUS
e "I Second Test - Second Test Company ARG Aliree
BO22 -p Third Test - Third Test Comgp. BTG Active
E023 ‘-l Fourth Test - Fourth Test Company AMNINGE Actiee
o019 I -p First Test - First Test Company I GI2002016 Active
« < 1 ?

S

ORIGINATOR DISPL..

Denallix Adrministra,

Denallix Administra

Denallix Administra,

Denallix Adrministra. .

G
VERSION

2

2

2

I. Located the First Test process instance and click it to highlight it. Click the View Flow button located
in the toolbar. Use the View Flow Report to verify that the workflows are at the expected activities,
based on the selected options: (Leave the View Flow browser pages open, as you will return to them

in a later step.)

First Test: skipped the Create AD Account step, skipped the IT Tasks Step and skipped the HR
Tasks step, and is waiting at the Extend Access step.

Second test: skipped the Create AD Account step, and is waiting at the |IT Tasks step.

Third Test: skipped the Create AD Account step, and is waiting at the HR Tasks step.
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Fourth Test: executed the Create AD Account step, is waiting at the IT Tasks step and also waiting
atthe HR Tasks step.

m. If you have time, submit another request and ask the approver to Reject the request, or reject the
request as the approver.
In next several steps, you will action the IT and HR tasks as the user assigned the task. If you followed the tutorial
exactly, open the group member that is described in the steps below. If you assigned a different user as the par-
ticipant, open that user's K2 Workspace to action the task. To open a user's K2 Workspace, begin by opening IE
for that user. After IE is launched, confirm that it is the active window. Launch K2 Workspace (Start > All Pro-
grams > K2 blackpearl > K2 Workspace) so that it opens for the target user.

n. Forthe IT tasks, open the any user from the Operations group. Launch K2 Workspace from the
start menu link.

I! IE (Chad)
ol |E (- = - ;
Location: runas (C:\Windows\Systermn32)
8 ﬁnuuj
ﬂ. IE (Sean)
& IE (William)
& Outlook (Chad) . Finance r
8 Outlock (Hubert) . Headquarters ’
£ Qutlook (Rob) . Human Resources #
ﬂ_ QOutlook (Sean) , Legal »
£ Outlook (William) . Operations
, Sales »
, Distributors L
. Partners 3
. Regional Offices L
o 11:19 AM
User Shorteuts| | « (5 S

0. You should see two tasks for the IT Tasks step (Fourth Testand Second Test). For both tasks, open
the task form and then submit the form with the IT Tasks Completed task action.

Folio: Zecond Test - Second Test Company

Astivty Name IT Tasks

Instruction:

Select Action: IT Tasks Completed
- E—

p. Returnto the View Flow Reports that you left open (or re-open the View Flow Reports for the work-
flows that you started). For the Second Test workflow, you should see that the IT Tasks step has
completed and the workflow moved on to the Extend Access step, because there were no HR Tasks
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for this request.

panbau

Lﬁ} Meither IT Nor HR

ﬂﬂmw

IT Tasks Required l ] HF, Tasks Required

Ilr: IT Tasks % MR Tasks

I  Additionsl HR Tasks
T SetHR Tasks Complete
— |

| IT Tasks Completed HR Tasks Completed ]

Extend access Extend Access

& |

Extend Temporary Acoes: |

Do not extend access

paunb

-

| & Approved ‘

Neither IT Nor HR

_I awsngproves |

IT Tasks Reguired | | HE Tasks Regquired

l‘@}_ IT Tasks I:‘é:} HR Tosks

7  Additional IT Tasks

fil SetIT tasks complete fa Set HR Tasks

7] Additional HR Tasks

Complete

IT Tasks Cnmpleted HR. Tasks Completed

Extend access ‘ mﬁm'

E 3

Emnd Temporary Acces:

Do not extend access

r.

Next you will complete the outstanding HR Tasks. If you are using the K2-provided virtual server

open Internet Explorer as a user in the Human Resources group. If you assigned a different user,
open that user's browser instead. As you did for the IT Tasks, open both HR Tasks and submit the

g. Forthe Fourth Test workflow, you should see that the IT Tasks step has completed but the workflow
has not moved on to the Extend Access step because there is still an active HR Tasks for this
request.
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forms with HR Tasks Completed as the action.

Wioricest > DENMALLDGC odi

Process Hame

Y Fourth Tesl - Fourth Test Company
'|I. Third Tesal - Third Teal Compuany
1 3 Leae Requesi Demo 1

Loaen Foguest Workliow

Tempauary Ascernn AppieaBion Wit Bow
Temporany Ascenn Appicaicn Wiorkfiow

i Peevious | Page 1001 | Nexd

Selscied Fier [Delaul| w ) ek Seaech: [21 vl

| ety Hame

HER: Tasks
HE; Tasks
Fowork Foguet

S. Return to the View Flow Reports that you had left open. You should see that the Fourth Test work-
flow has now progressed to the Extend Access step, because both the IT Tasks and the HR Tasks
were completed. This verifies that our parallel workflow configuration is working as expected.

E Set Status Approved

I Tasks Required HR Tasks Required

E SetIT tasks complete

IT Tasks Completed

|
-

|

Extend access Extend Access

- | IT Tasks #- HR Ta:k;
Lo L
7] Additional IT Tasks g

Additional HR Tasks
‘23 SetHR Tasks Complete

HR Tasks Completed

E 3

E Extend Temporary Acces:

-

request.
account and the workflow competed.

are working as expected.

t. The workflow for the Third Test instance should also have progressed to the Extend Access step. If
you entered the dates correctly, the Third Test instance should actually already have moved on to
the Set Status Expired step, because the end date for this request was two days ago. Remember
that you defined an escalation for the Extend Access task to expire it one day after the end date of the

Because there was no AD account for the Third Test request, the workflow did not try to disable the

If this is what you see in the View Flow report, it means that the escalation and conditional line rules
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IT Tasks Required I LHR Tasks Required

I

o | [T Tasks # | HR Tasks
m Additional IT Tasks 'm . Additional HR Tasks
B 56017 sks complets [E3  5etHR Tasks Complete

-

] IT Tasks Completed HR Tasks Completed

Extend Access

Extend access

ua*\

Extend Temporary Acces:

expired, which means
the workflow skipped to
the Set Status Expired Step

[ The Extend Access Task
Do not extend access

& Set Status Expired
Lo,

E_ Sht Status Expired

AD Account requested

& | Disable AD Account

&

u. Open K2 Workspace as the user who initially requested the temporary access. You should see two
instances for the temporary access request workflow: First Test and Fourth Test

| |'[- iF'r.I-a |Prmm |Prmm:uu | Acthity Mame |51m; |
=N o e

] % Tem22 Leave Riequest Workdow SRS 53513 PM Rework Reguest Avadakle
O % Firat Test - Firsl Test Company Termporary Access Appheation Workfow G015 10:31:09 AM Exiend Ascaia Ao abbe
O % Fourth Test - Fourth Test Company Temporary Access Application Warkfow BARO1S 10:34:23 AM Estand feceis Aol abbs
] % LeaweReguesi Test3 Leave Request Workdion SMZ2015 15313 PM Rework Request Awadable

v. Open the First Test request form, select the Do Not Extend Access option and Submit the form.

w. Open the Fourth Test form, select a date in the future for the End Date, select the Extend Access
action and Submit the form.

X. If you refresh you task list, you should not see any Extend Access tasks because the remaining
tasks are delayed until one day before the end date. For example, Second Test does not show up in
the requester’s task list yet, because you delayed this task to start one day before the temporary
access is due to expire. In fact, if you open the View Flow Report for the Second Test and then
double-click the Extend Access step, you should see that the status is waiting and the start date is a
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date in the future.

IT Tasks Reguired |

LHE Taskes Resuired

l

|

e | IT Taaka o | HR Taak
'L-i."’,} l-rll_l:' Activity Summany (Extend Access)
T Acditional IT Tasks Il Additions Oyerview | Participants | Activity Data | Events
H S04 1T tapky complete -i‘i Set MR Ta
- Name: Extend Access
| 1T Tasks Complated Hi Tasks Compheted Description:
Exterd sccess o Exmend Acoris
e
T Gxtend Temporary Accen
== Status: Waiting
Do not extend acces [Start Date: 6672015 12:00:00 AM
L? Sel Status Expired Finish Date:
!

y. If you open the View Flow Report for the Fourth Test workflow, you should see that the Extend
Access line was followed and the activity looped back to itself. If you double-click the Extend

Access step, notice that the status is waiting with a start date sometime in the future, based on the
end date you selected. Notice at the bottom of this screen that there are multiple instances of this
activity (probably two in our case), because the same activity was started twice. You can click the

arrows to move between the reporting data

for each instance of the activity.
*

*
IT Tasks

-
L=
T  Additional IT Tasks
T3 setIT s complete

-

| IT Tasks Completed

o HR Tashs
e
B Addisseal HR Tasks

0 Se1HR Tasks Complese
-

HA Tasks Completed |

I

Extend access . |Extend Access
[ 5

-1

Exierd Temporary Acces:

Activity Summary (Extend Access)

Owverview  Participants | Activity Data  Events

[ Do not extend access

Running Duration:

Expected Duration:

Dutcome:

Mame: Extend AoCess

. set Siatus Expired

Lﬁ.’} Cescription:

B4  5et Stabas Expired
-

Status: Waiting
Start Date: 6/B/2015 12:00:00 AM
Finish Date:

-03:-12:-08:-59

00:00:00:00 Depends how many times this activity
was stafed

I'l‘jol'a "'I

z. Your are done with the tests, so you can close all browser windows. Close the Instances screen in the

K2 Management site.
Step 13 Review

In this step you tested your workflow to verify that the workflow is executing as expected. Between the conditional
paths, the start rules and escalation rules you have learned quite a lot about building more complex workflows with K2

Studio!
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In Part 4: Building a composite SmartObiject of this tutorial, you will look at creating a composite SmartObject and a
view so that it is easier to report on temporary access requests.
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Part 2: SmartObjects in K2 Studio
|

PART 2

SmartObjects in K2 Studio

Video

In Part 2 of this module, we will look at SmartObijects in K2 Studio, including more advanced SmartObject concepts like

composite SmartObjects.

There is one exercise in this part where we will build a composite SmartObject for our Temporary Access Application.

Note that the SmartObject exercise requires the workflow that you build in Part 1 of this module.
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EXERCISE 3: Building a composite SmartObject with K2 Studio

EXERCISE 3: Building a composite SmartObject vt

with K2 Studio

2=/ = Scenario: Build a composite SmartObject that combines
data from two services (Workflow Reporting Service and
SmartBox Service)

= Notes

i * We want to combine data from the Temporary Access Application
Workflow and the Temporary Access Request SmartObject into
one View for easy reporting

= |tis common to want to report on workflow data and business
data - building composite SmartObjects is one way of achieving
this

= You can use the same build approach to create SmartObjects
that combine other data sources as well

é 30-40 mins

In this exercise, you will learn how to build a composite SmartObject with K2 Studio, how to test a SmartObject with the
SmartObject Service Tester utility, and how to use a SmartObject in a SmartForm View. We will be using the SmartOb-
jects from our Temporary Access Application to build a report that combines data from the workflow reporting service.
In essence, this combines workflow data with business data so that it is easy for people in the organization to see who is
allowed to be there, and easy to follow up on the status of the workflow. (It is a common requirement to report on work-
flow data and business data, and building composite SmartObjects is one way of achieving this.)

You can use the same build approach to create SmartObjects that combine other data sources as well. We are just
using standard K2 Data Sources and Service Types (the Workflow Reporting Service and the SmartBox Service)
because those are predictable services in all K2 environments, but the concepts apply equally to other providers and
service types as well.

The diagram below illustrates the basic concept: we will be creating a new SmartObject (Temporary Access Request
Composite SmartObject) that combines data from the SmartBox Service (Red fields) with data from the Workflow
Reporting Service (green fields).

Because there is a common property between the two data sources (Id and Workflow Record ID), we are able to cre-
ate this composite SmartObject.
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The conceptual design of the composite SmartObject

Temporary Access Request

Composite SmartObject
Used In Data Saurces
K2 SmartBox
E Temporary Access Request SmartObject

K2 Workflow Reporting Service
Temporary Access Request WorkfTow

Properties
Type
AutoMumber
Tt
Tt
10 in thee Temparary Dt
Access Reguest
SmantObject Date
Tt
ing to N, Requester Text K2 SmartBox Service
\\‘\ Requester Email Tt
::ﬁ:::;(::ﬂ e \{\\ :fl.'q..l"\l"l Ul riN e ;mc! Temporary Access Request SmartObject
Approver [
4,“”'“5'”“ Approver Emasl Text (= ]
Approver UserNarme Text CEx
Deepartrment Text (=
AD Login Required YesNo
AD UserNarme Text
Additional IT Tasks Requested YesNo
Additional IT Tasks Description Mema
al HR Tasks Requested YesMo
ional HR Tasks Description  Mema K2 Worldiow Reporting Sarvice
DateTime
Temporary Access R i
o =
|

Eventually, we will be displaying this data on a SmartForm which we will then add to the Temporary Access Request
Form in a separate tab. This will allow our users to easily see all Temporary Access Requests if they need to determine
whether a specific person is cleared for access in the organization. (Again, you could use the SmartObject anywhere,
we are just using SmartForms for this exercise since it is an easy way to create a Form that shows data.)

Showing data from the composite SmartObject on a SmartForm

Aseeis Requests Repant

FULL NAME COMPANY START DATE EMD DATE STATUS REQUESTER WORKFLOW STAT. WORKFLOWY VIEW.
First Test First Test Company 6472015 [T TH Expired Denallix Administrator | | Completed hittps/fk2.denali...
Second Test Second Test Company /42015 G205 Expired Denallix Administrator | | Completed https:fk2 denaill...
Thire Test Third Test Company Grarams G205 Expined Derallix Adminigtrator Compieted heipsfd denalli..,
Fourth Test Fourth Test Company  6/2/2015 BAU2015 \ppaoved Denallix Administrat Active https:/fk2.densili...
Fifth Test Fifth Test Cormpuny Br42M5 G505 Rijected Denallix Administrator | | Completed j hetpadfi2 denali..

SmartBox Data Workflow Data

When you are ready, continue on to Temporary Access Application: Part 4 (Building a composite SmartObject with K2
Studio) to start this exercise.

Temporary Access Application: Part 4 (Building a composite SmartObject with K2 Studio)

In Part 1 and Part 2 you built a workflow in K2 Studio to manage temporary access requests. In this part, you will create
a report against this data by combining the workflow reporting data with the request's record data. In effect, you are
going to combine workflow reporting data with business data to build a report that is relevant to your users. In this case,
you want to create a view of temporary access requests that anyone in the organization can review at any time, along
with the workflow status and a link to the workflow. This is a security measure so that it is easy to see who is allowed to
access the premises and so that it is easy to track down a workflow if it is stuck at a user task or to identify if the workflow
failed.

To achieve this, you will build a composite SmartObject in K2 Studio, build a view against the SmartObject, then add the
view to your Temporary Access Request Form.
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From a technical perspective, what this tutorial illustrates is how to build an advanced composite SmartObject that com-
bines data from different systems, so that you can create logical business entities that present relevant information to
users, without them having to look in several different places for the information they need.

Note
You must complete Part 1, Part 2 and Part 3 of this tutorial before continuing on. Part 4 is dependent on the first
three parts.

Step 14: Create a new composite SmartObject in K2 Studio
In this step you will be adding a new SmartObject to your existing K2 Learning project using K2 Studio. You will then con-
figure the new SmartObject as a composite SmartObject that retrieves and combines data from two different systems.

Step 14 Tasks

1. In K2 Studio, open the project from Part 1 and add a new SmartObiject called
Temporary Access Request Composite SmartObject
to the Temporary Access Application project folder.

2. Create an advanced method for the SmartObject that combines data from the
Service Object Server(s) > Service Object Server > SmartBox Service > Temporary
Access Request SmartObject > Get List method
to the
Service Object Server(s) > Service Object Server > Workflow Reporting Service > K2 Learn-
ing\Temporary Access Application > Temporary Access Application Workflow > K2 Learn-
ing\Temporary Access Application Workflow > List Process Instances method.

Auto-create properties for all the properties returned by the Temporary Access Request
SmartObject > Get List method.

Manually create properties for the following properties returned by the List Process Instances

method:

Service Property SmartObject Property
Start Date Workflow Start Date
Finish Date Workflow Complete Date
Status Workflow Status
View Flow Workflow View Flow
RecordID Workflow Record ID

3. Map the service object methods with the Get List Method.ID = List Process Instances.RecordID

Step 14 Walkthrough

a. If necessary, open K2 Studio and open the project that you created in Part 1 of this tutorial. (Called
K2 Learning.)

b. Expand the Solution Explorer. Right-click on the Temporary Access Application folder and select
Add item > New project item.

Soluticn Explorer right-click « W || Temporary Access Application Wo
EI-ZE'-J T |F'i5:" A B SR *!, :
e Efmporary Acess Spplio Rename #.a"l IT Tasks
)( Delete =
#f  Addltem » Mew project item

Existing project itemn
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c. Onthe templates window select K2 SmartObiject. Give the SmartObject a name of
Temporary Access Request Composite SmartObject
and click Create.

Available Templates

K2 Types

—

K

K2 Project K2 Process K2 SmartObject

K2 Templates

SmartObject

Details

Lt el IS AV ET LR Te mporary Access Request Compaosite SmartObject

Lecation CAK2 Learning'K2 Learmning k2proj Create

d. Wait for the new SmartObject design screen to appear. You will be creating an advanced SmartOb-
ject, so in the ribbon bar click on Remove All to remove all the methods from the SmartObject. Click
OKon the confirmation message that appears.

When you create an advanced SmartObject in K2 Studio, K2 will automatically add default methods (Create,
Save, Delete, etc.). Since you only need one method (list), you can remove the default methods. You will add in
the list method in the next few steps.

n Home | SmartObject
,ﬂ ﬁt‘l % 4 T Mo lﬁ  Ed ' Create SmartBox Methods
e s o ' 1 B 2 e s ¢
Associations Additional | Add = Add—
Settings § Rer I SmartBox Ssttings % Remaove All
SmartObject Properties Methods
E[ Solution Exploner # ¥ || Temporary Access Reguest Composite SmartChject
= '=,' K2 Leamning
#-) Temporary Access Application Mame: I Temporary Access Request Composile
Description:
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e. Click Add from the Methods group to begin.

“ Home | SmartObject

ﬂ ﬁ] e | i; 'ﬁ 7 ¥4 Create SmartBox Methods

o ‘ | B
Associations Additional | Add — Add ‘
Settings X i} Remowve All
SmartObject Froperties Methods
E Solution Explorer “F | Temporary Access Request Composite SmartObyject
=L K2 Leaming

F-L] Temporary Access Application Mame:

I Temporary Access Requesl Composile

On the wizard welcome screen, select the Advanced Mode check box and click Next. You must
select the advanced mode option to combine results from two different systems as one method.

ae K2

Welcome

The wizard will assist you to configure one or more of the following:

*  Add a new method to 8 SmartObject

-

Map Service Object methads to this SmartObject methad

[] Run the wizard in Advanced Mode

Create a new SmartObject method and associate existing Service Object mathods with this
SmartObject. Advanced mode allows configuration of method parameters.

Next > | Finish | Cancel

<< Back
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g. Configure the Method Details screen as follows, then click Next.

Get list of workflows and requests

Field Value
Name Get List
Description
Type List

Transaction

(you are returning a list of records with this method)

Continue

(Continue means that if one of the systems that returns data returns an
error, K2 will attempt to continue calling the other system regardless.)

Method Details

MName:
Description:

Type:

Transaction:

I Get List

Get list of workflows and requests

List

Continue

h. You don't need to add method parameters, so click Next to skip over the Configure Method Para-

meters screen.

i. Onthe Service Object Methods screen, click the Add button to add a new method.

SmartObject Method Wizard (Advanced)

Service Object Methods

<k Add

Service

Object

Method

j- Use the ellipsis button to browse for the following method and then drag it into the Service Object

Method text box:

Service Object Server(s) > Service Object Server > SmartBox Service > Temporary Access

Request SmartObject > Get List
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Add Service Object Method (Get List)

Environment {Development)
4 # [A Category Server(s)
Add Service Object Method 5 ® L, cR serverfs)
# L# Exchange Senver(s)
Service Object Method: I SmartBox Senice Ternporary Access Requ # L3 mail Server(s)

B ServiceObject Sorveris)
= By ServiceObject Server
# | Accoun! Management Service

W AutoMap | = Creats Al

™ SharePoint Inbegraton VWorkBiows Everils

- - .

SourceCode_Forms_SFTreslcons

= Temporary Access Request SmarObject
N Crame

S Delels

| Ingut Progerty Name | Type Bound Te “ 4 p Actve Dirsctory Service?

] Autonumber = @ SmanBox Service

Full Narne Text # £ Forms Image
¥ £ K2 Process Fisld Management

C Text =

S “ # £ Leave Request SmariObjact

Start Date Date s :'- BFOF File

End Date Cate # £ RoundRobinSO

Status Tedt : f- SharePant Inlegiabon Salings Everts
-+

Specify a service object method and map the input and return properties. “Create All® creates new

SmartObject properties for each retum value.
ox | cancel | =

—— Ij‘E Save

k. Click on the Create All button to create the properties for the SmartObject that will be bound to the
properties of the service object, and then click OK. (You want to return all the properties from this ser-
vice as properties of the new SmartObject.)

Add Service Object Method
RN RTVIVWNN [ Simartco Service Temporary Access Request SmartObjectGel L|

5 Clear Al | ¢ AutoMap |3 Create All

: Input Property Name | Type Bound To -
ID Autonumber Temporary Access Request Composite Smart
Full Name Text Temporary Access Request Composite Smart
Company Text Temporary Access Request Composite Smart
Start Date Date Temporary Access Request Composite Smart
End Date Date Temporary Access Request Composite Smart
Status Text Temporary Access Request Composite Smart
S — E E S S - S-S

Specify a service object method and map the input and return properties. "Create All" creates new
SmartObject properties for each return value,

You have just added the first service object method to your composite SmartObject. Remember that
SmartObjects are associated with service objects and you can combine multiple service objects to
make up a composite SmartObiject.

So far, you have added the method (Get List) that returns all of the Temporary Access Request
records that are stored in the K2 SmartBox database, and you configured the mappings so that all of
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the properties stored in the database will be exposed on the composite SmartObject.

Next you will add the second service object method to your composite SmartObiject, specifically a
method in the Workflow Solutions Reporting service.

I. Onthe Service Object Methods screen, click the Add button again, because you want to add a
second service method call to your composite SmartObject.

Service Object Methods

< Add e | Tg¢ Remove All
Service Object Method
SmartBox Service Temporary Access Request ! Get List

m. This time, use the ellipsis button to browse for the following service object method, and drag it into
the Service Object Method text box. Service Object Server(s) > Service Object Server > Work-
flow Reporting Service > K2 Learning\Temporary Access Application > Temporary Access
Application Workflow > K2 Learning\...\Temporary Access Application Workflow > List Pro-
cess Instances

- - —. - Context Browser
Add Service Object Method (Get List)

Environment (Development)

4 LJ Calegory Serven(s)
# L, CRM Server(s)

4 L# Exchange Server(s)
%

Add Service Object Method o

Service Object Method: I Workflow Reporting Service K2 Le: LA Mail Server(s)
¥ seniceobject Servens)
= B serviceObject Server

# g Account Managemenl Service

W AutoMap | Tk Create Al

: Return Property Name| Type Bound To % p URM Service
Process Set 1D Number = Workflow Reporting Servce
Process Instance |1D Number + | Aclivity Dala
Process Name Text # | | Activity XML
+ | Event Escalation Data
Folder Text | Event Instance
Folio Taxt i ltem Reference
Start Date DiateTime | K2 LeamningiTempesary Access Application

| Temporary Access Application Workfiow
= K2 Leamning Tamporary Access Appheatio
= List Process Instances I

- =
Fhmimte Pimin [ TR, -

Specify a service object method and map the input and return preperties. “Create All" creates new
SmartObject properties for each return value.

Tip
Remember when you selected the Create workflow reporting SmartObjects option when
deploying the workflow? That is what created this reporting service method for you.

n. Forthis second service method, instead of auto-generating all properties, you only want specific
properties returned from this service. Locate and select the Start Date property and click the Assign
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button.

Add Service Object Method
Service Object Method: I ericflow Heporting Senace eaming\Temporary Access Apg
= Assign W AutoMap | 9k Create All
Process Mame Text
Folder Text
Falio Text
Start Date DateTime
Firish Date DateTime
Criginator Text
Status Text

Property Name of the new property to

0. Onthe Map Service Property screen, click the Create button and then on the popup window, set the

Map Service Property (Start Date)

Workflow Start Date
and click OK.
Map Service Property (Start Date) 4|
Method Name: Get List
Map Te: Property —
MName: = -

Property Name: | Workflow Start Date
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p. Click OKto close the Map Service Property screen and you should see that the Start Date has
been mapped to a new property called Workflow Start Date.

ol Assign

Process Mame
Folder

Falio

Start Date
Finish Date
Criginater

Status

Add Service Object Method

]
Service Object Method: I Workflow Reporting Service K2 Leamingi Temporary Access App I.

Teuxt
Text
Text
DataTime
DateTime
Text
Text

w AutoMap 9 Create Al

Tempaorary Access Request Composite Smart

w

g. Repeatthe same process to Assign and Create properties for each of the following service prop-
erties. (You want to identify which properties come from the workflow service, which is why you are
renaming these properties and to include "Workflow" in the property names.)

Service Property SmartObject Property
Finish Date Workflow Complete Date
Status Workflow Status
View Flow Workflow View Flow
RecordID Workflow Record ID
Add Service Object Method
Senvice Object Method: || s
Jf Assign e AutoMap | 9 Create Al
Folio Text B
Start Date DateTime Temporary Access Reguest Composite Smart
Finish Date DateTime Temporary Access Request Composite Smart
Criginator Tenxt
Status Text Temporary Access Reguest Composite Smart
Duration Mumber
Priority Text -
View Flow Text Temporary Access Request Composite Smart
g: RecordID Number Temporary Access Request Composite Smart E

r. Click OKto close the Add Service Object Method screen.

You have added the second service object method that is going to make up your composite SmartOb-
ject. In this case, you only wanted to return a few select properties from the workflow reporting
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service. You renamed the properties so that it is obvious that they came from the workflow service.

Importantly, you included the RecordID property from the workflow. This will be the common value
that will allow you to join the data returned by the Workflow Reporting service with the Temporary
Access Request records data returned by the SmartBox service. Remember that when you first set
up the workflow, you configured it so that the form will create the record, get the record ID and then
save the record ID back into the workflow. Doing this allows you to easily join the workflow reporting
data with the business data.

s. Next you will configure the composite SmartObject to use a common property to join the data from
the two services.

Click the Next button to go to the Setup Service Method Links screen, and then click Add.

Setup Service Method Links

4k Add Edit Femove | [§¢ Remove All | == Auto Map

Service Object Method Service Object Method Link Type

t. Inthe Add Service Method Link screen, select SmartBox... service from the first drop-down menu
and Workflow Reporting... service from the second drop-down menu. Select the option to return
Matching values in both objects.

Add Service Method Link
bervice Object Method: SmarlBox Service Temporary Access Request SmartObji -
Link Type: Matching values in both objects -
Femce Object Method: Workflow Reporling Service K2 Leaming\Temporary Acce|
| Service Object Property Name Type Bound To -
Temporary Access Reques D Autonumber
Temporary Access Reques  Full Name Text
Temporary Access Regues Company Text _
L .
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u. Inthe list of properties, locate and select the Temporary Access Request SmartObject > ID prop-
erty, and click Assign.

Add Service Method Link

Service Object Method: SmartBox Service Temporary Access Request SmartObji| -
Link Type: Matching values in both objects -
Service Object Method: Workflow Reporting Service K2 Leaming\Temporary Acct -

<l Assign | X Clear

Service Object Property Name Type Boupd Te “ |
Temporary Access Request SmartObject 1D Autonumber
Temporary Access Request SmartObject Full Name Text
Temporary Access Request SmartObject Company Text :
1 b

v. Inthe Bind Service Property (ID) to dialog box, select RecordID from the drop-down list, then click
OK.

Bind Service Property (ID) to A

*Property Mame: RecordID - o

arans Aregee Dorar t ComgrtCiag-+ e Touwt

w. Click OKto close the Add Service Method Link screen.

In this step, you added the two service methods that return the data you need, selected which prop-
erties from those methods you want in your composite SmartObject, and told K2 how to join the data
from the two services to one another with a common property (ID/RecordID).
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x. Click Next on the Setup Service Method Links screen, and then click Finish to complete the wizard.

Setup Service Method Links

=k Add Ed emove | [§¢ Remove All | == Auto Map
Service Object Method Service Object Method Link Type
SmartBox Service Workflow Reporting Service

Matchi lues in both obj
Temporary Access Request ! K2 Learning\Temporary Aco B e

Specify the link between the two service object methods. Click Aute Map to establish links between
SrmartChject properties of the same name.

ﬂ {¢ Back | Next »)» | Finish | Cancel

y. Save your work.

Step 14 Review

In this step you created a composite SmartObject that combines data returned by the SmartBox service (the Tem-
porary Access Request records) with data returned by the Workflow Reporting Service (which is comprised of report-
ing data from all of the process instances of the Temporary Access Request Workflow). You selected which
properties from each service to include in your SmartObiject, then told K2 which common property it should use to join
the two result sets to each other. (If you are familiar with the SQL language, it is almost the same as a JOIN statement
in SQL: you have to tell the system which property to join the two result sets with and the tables you join are analogous
to the service methods you are chaining together.)

Next you will deploy the new SmartObject.

Step 15: Deploy the new SmartObject

When you build workflows and SmartObjects with K2 Studio, you must deploy them before they are available in your K2
environment. In this step, you will deploy the new composite SmartObject and then test it. Because you have not made
any changes to your workflow and don't need to re-deploy it, you will exclude the workflow project item from the deploy-
ment task.

Step 15 Tasks
1. Exclude the workflow from the project deployment, then deploy the project.
2. Testthe new SmartObject in the K2 Management site.

Step 15 Walkthrough

a. You must deploy the new SmartObject to your K2 server, but you don’t need to deploy the workflow
because nothing has changed in the workflow. Open the Solution Explorer, then right-click the Tem-
porary Access Request Workflow. Select the Exclude option.
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Solution Explorer % w || Temporary Access Regue
E|'=_j K2 Learning

E-[ ] Temparary Access Application Marme:
----- FMPOrany A .pplicati Work
L Include
p Exclude
7 Delete

b. Deploy the solution like you did before, by clicking Next through the deployment wizard. Because you
excluded the workflow from the deployment, the deployment should complete quicker than it did the
last time.

c. Save your work, and then close K2 Studio.

Itis a good idea to test new SmartObjects before using them in forms and workflows. You can test SmartObjects
directly from the K2 Management site.

d. Return to the K2 Management site in your browser. Expand the Categories > K2 Learning nodes,
then Temporary Access Application. Click to highlight the Temporary Access Request Com-
posite SmartObject (you may not be able to see the entire title).

Bm  Management

™ D3shboard

- W Categories
» W Active Directory
> m CRM
» W Exchange
-1 W K2 Learning

-1 W Temporary Access Application
Temporary Access AD User SmartObje
Temporary Access Reguest SmartObje

B Temporary Access Request Item View

< Temporary Access Request Form

Temporary Access Request Compo

@ Denallix Administrator

e. The SmartObject's properties and methods are displayed in the central pane. Locate the Methods
section, then highlight the GetList method and click Execute.
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.
.' Delete Move Copy Design
Tempo ra r-y Acces Last Modified on 6/20/2016 b}f
LR ]
Denallix Administrator
SYSTEM NAME: Temporary_Access_Reque SYSTEM ID:  5309¢255-549e-4d66-8d71-
VERSIONS: 0 LAST DEPLOYED: 6/20/2016
CREATED: 6/20/2016 CREATED BY: Denallix Administrator
Properties
Selected Filter: Default v oL
Quick Search: Al fields W ¢
NAME TYPE
vy AD_Login_Required YesNo
A AD_UserName Text
_=, Additional_HR_Tasks_Description Memo
'\fx Additional_HR_Tasks_Required YeshNo
:= Additional_IT_Tasks_Description Memo
'/K Additional_IT_Tasks_Required YesnNo
A Approver Text
A Approver_Email Text
A Approver_Login_Name Text
A Company Text
L < 1 >
Methods
(®) Execute
DISPLAY NAME
=] Getlist
SmartObject Services
One of the List Methods can be used for SmartObject Services.
® use default list method. Learn more...
Chaoose list method to use:
services will be updated next time they are refreshed. Refresh Now

f. You wantto return all of the records, so you don't have any input parameters. Click Execute.
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Execute SmartObject Method (>, ¢
Input Properties Fa)
Select meth... GetList A
PROPERTY TYPE VALUE
1D Number
Full Name Text
Company Text
Start Date Date
End Date Date
Status Text
Requester Text
Requester Email Text
Requester UserName Text
Approver Text W

Execute

You should now see a report of process instance data from your workflow. In particular, notice that the Full Name,
Company, etc., is coming from the access request SmartBox records and the Workflow Status, etc., is coming
from the workflow reporting data. (You will need to scroll to the right to see all of the returned properties.) By join-
ing the two data sources together via a common property (ID and RecordID), you now have a report containing rel-
evant information for your users.

Input Froperties Re=sulis

SmartBox record content / Workflow reporting data content
L} ]

1
L] [FUILL NAME COMPANY WORKFLOW STATUS WORKFLOW VIEW FLOW  WORKFLOW RECORDID

[} First Test First Test Company Completed Ll i Lot )
P =B

Second Test Completed
a8 Third Test Third Test Company %,  Completed

a Faurth Test Fourth Test Comparny Completed

10005 First Test First Test Comgpany Campleted

Step 15 Review

In this step you deployed the new SmartObject to your K2 environment. When you build artifacts with K2 Studio, you
must always deploy those items to the K2 server. You can use the Exclude option to selectively include or exclude
items from the deployment task - doing so can help to speed up your deployments. You also learned how to use the
SmartObject execute function in the K2 Management site to test the new composite SmartObject.

Next you will create a view so that the data in this composite SmartObject can be shown to users.

Step 16: Create a new view for the composite SmartObject and add it to the request form as a

tabbed view
In this step you will create a new SmartForm view that will display the data returned by the composite SmartObject you
just deployed. You will add a rule to this view so that users can double-click a row to open the View Flow Report for a
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specific request. Finally, you will add the new view to the existing Temporary Access Request Form so that users can
easily see all access requests from the same form used to capture new temporary access requests.

2

Step 16 Tasks
1.

Design a new list view called

Temporary Access Request List View

for the composite SmartObject created in this exercise.

Add the following properties to the list view:

Full Name

Company

Start Date

End Date

Status

Requester

Workflow Status

Workflow View Flow

Add a rule that will navigate to a URL in a new window if a row is double-clicked in the view. Use the
Workflow View Flow property of the SmartObject as the base URL for the navigate action.

Test the view.
Add the view to the Access Requests Report tab on the Temporary Access Request Form.

Check-in and then test the form to verify that the report data is returned and double-clicking a row
opens the View Flow Report.

Step 16 Walkthrough

a. Open K2 Designer: Start > All Programs > K2 blackpearl > K2 Designer
If the start menu link is not there, contact your K2 administrator for the URL to the K2 Designer envir-
onment.

b. Browse to the All Items > K2 Learning > Temporary Access Application folder where you should
see the new composite SmartObject. Select the SmartObject, then select the Design a new View

option.
K3 Designer 1 Temporary Access Reques! Composile SmartObject
Search: (= s |

= [T K2 Designer
] % My Ttems
B P= AN Items Temporary Access Request Composite SmartObject

Temporary_Access_Request_Composite_SmartObject

B "] Active Directon Lystem Namse:
H T oM IDesoription:
® ] Exchange Category: K2 Learrang\Temporary Access Apphcation
S [ K2 Leamning Version: 0.0
S (& Hello Word Created Date: 6/4/2015 1:30 PH
= = Temporary Access Application
o Temporary Access AD User SmartObject Created By: i
[(a1 Temporary Access Request Compasite Smartoh| Modified Date: GlAP01E 1130 PH
B | Temporary Access Reguest Form HMadilied By: Deralh Adminmstralor
B ‘j Temporary dccess Reguest [bem Wiew Status:

® |a) Temporary ficcess Reguest SmartObject H

Shiov progd

# ) SharePoint 2013

B [ System
® 7] Task Allocabion

] Waorkflow
= ] Workflow Examplez

b Edit
_F.-{ Click here to edit this SmartObject.

5 Delcte
g‘_ﬂ Completely remowve they SmartOijedt.

T Design 8 new View
s# 8| Create 8 mew View using this SmartObject

S Generate o View
| ,-._.:J Garerake Views uding theg SmartObjec.

c. Click Next on the welcome page.

Field Value

d. Configure the new view as follows, then click Next.
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Name Temporary Access Request List View

Category (leave default value)

View Type List View

Data Source (leave default value, should automatically be set to the Composite
SmartObject)

List Method Get List

Call this method CHECKED

when the form loads

View Designer > General

@ Introduction @ General @& Layout @& Parameters @ Rules @& Finished

MName: I_Temporaw Access Fequest List View
Description: -
Category: |.I'j K2 Learming\Temporary Access Application s
View Type: Item View
= 2LCIT W
—_——

—=| Used to capture information.

List View
== Used to display lists of information.

Data Source: I @ K2 Learning\Temporary Access Application\Temporary Access Reguest Composite SmartObject -
List method: | Get List [ =]

[w] Call this method when the form loads

e. Click the Create Labels and Controls link. In the dialog box that appears, select the following prop-
erties:
Full Name
Company
Start Date
End Date
Status
Requester
Workflow Status
Workflow View Flow
Leave the remaining options on this screen unchanged and click OK.
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Create Labels and Controls

~  Layout Field HName Include

Select or dear the checkbox next to each field you All Eields

want to shaw or hide i this View. At least one

checkbox must be selected, 1D
Full Hame =
Company w
Start Date o
End Date b
Status
Requester

Requester Email
Requester UserMame

Approver

[

workflow Status =
Workflow View Flow v

workflow Record ID

« Edit Options Enable list editing
Choose whether the st items can be edited m the list.

This will add menu buttons to add new rows, edit
easting rows, or delete rows based on your selections.

= Md_iﬁ“‘"’h ) . Allow the user to manually refresh hst
Additional options to auto-generate list view,

— oK Cane

f. For this exercise, you will not be formatting this view, so click Next twice to move to the Rules screen.

You will be adding a basic rule to this view so that when a user double-clicks a row, the View Flow
Report will open for that process instance. Click on the Add Rule button.

View Designer (Temporary Access Request List View) = Rules
@ Introduction @& General & Layout @& Parameters E Fules | & Finished
Rules

=F Add Rule

] Temporary Access Request List View (View)

El View executed Initialize

g. Fortherule Event, select When the View executes a method and for the method, select List ltem
Double Click.

Note
Rules: Events, Conditions and Actions
As a reminder, rules consist of events, conditions and actions.
m Events are when something occurs, such as clicking a button or when the form or view loads.
m Conditions evaluate if a criteria has been met. if the condition is true, continue. For example,
evaluating a required field to determine if the field contains a value.
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m Actions do something. If the event and condition passes, then perform the action, such as
starting a workflow, or calling another rule, or enabling a form field.

Rule Designer

Events

E Templates
[l Execute a method on the View when a control

raises an event
[l Open a subview when a control raises an event
[l Open a subform when a control raises an event

Mawvigate to another Form when a control raises

Lt

an event

[l save the changes of the editable list when a

&

control raises an event
miethiod

= View Events

I [m When the View executes a method

[ Events | ] Conditions | g" Actions

I

L |

x

e

]! When the View executed List item double c..

bled i 24 Remove | (=) Comment

double dlick

When the View executed List item

h. Select the Actions tab and then select the Navigate to a URL action. Click the (configure) link to set

up the action.

Actions

navigate =

[ Navigation
& Navigate to another Form and go to a View

&’ Mavigate to another Form and go to a tab

& MNavigate to another Form

& MNavigate to another Form and execube a View
method

i

& MNavigate to a URL

4

x

Ll When the View executed List item double c.
3 Remove =) Comment

When the View executed List item double dick

™ then navigate to a UR -
=
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i. Dragthe Workflow View Flow property into the Base URL text box, and select the New Window
(or Tab) option. Click OK to complete the action configuration.

Mawvigate to a URL

Configure URL Context Browser

Base URL: Y workflow View Flow ® [ System Values
= [ Envirenment Fizlds

Open In: & [ New Window {or T.!L'I':ll . j Temporary < Request List Vie
= T 23 ew

® f# Controls
E @] Temporary Access Reguest Compasi]
3] 10

-!.,: Full Name

Al Company

5] Start Date

5 End Date

Al Status

_.'{ Requester

{ Requester Email

Al Requester UserName

[ Additional IT Tasks Deseription
T Additional HR. Tasks Required
[7 Additional HR Tasks Description
5 Workflow Start Date

T Workflow Complete Date
Al Workflow Status

Al vortionvienion ] |

Configure Parameters
<k Add ¢ ] &

Hame Value

j- Click OKto close the rule configuration screen.

k. The view is complete, so click Finish to complete the wizard. (Finish is near the lower right corner of
the screen, just below the properties pane.)

|. Before you add the new view to the request form, you should test it to confirm the rule configuration is
functioning correctly. Make sure the view is selected in the category browser, then click on the
Runtime URL link to open the view. You should see the temporary access requests you entered
earlier, and if you double-click on a row, the View Flow Report for that request should open in a new
window or tab.

K2 Designer L Temporary Access Request List View Versy
Search: (x FEE
Show propssre
= T K2 Designes
B G My ltems
B : ::I‘[‘tqmi. LBl Temporary Adcess Request List View
# [] Active Directory Systom Nama: Temperary Acceis Reguest List View
# [ CRM Descriplicm:
* [ Exchange Design Time URL:
5 B> K2 Leaming Runtime URL:
= ] Hello World Categary:
= = Temporary Access Application
Version;
8| Temporary Aocess AD User SmartObject
- . /4 5 PM
23 _n"| Temporary Aocess Requeest Composite Smartlb Crested Date: GI4/2015 2:06
& (7] Temporary Access Request Form Created By: Denalis Administrator
B ] Temporary Access Request Dbem View Modified Date: 6/4/2015 Z:06 PM
# [T Temporary Atcess Request List View Hodified By: Cenalio: Administrator
& @] Temparary Access Regquest SmartObject Shatus: Checked out by Denaline Administrator
+ ™ Shurebrant 2H13

m. Next, you will add this view to the Temporary Access Request Form, so that users can easily see
what temporary access requests were entered and add a new one. Locate the Temporary Access

K2 blackpearl Core Page 329 of 332



Request Form, right-click it and select Check Out (if it is not already).

= = K2 Learning Runtime U
# [ Helle World Category:
El P~ Temporary Access Application N
; . Version:
|m] Temporary Access AD User SmartObject
Created D

* (@] Temporary Access Request Composite SmartOb:
ﬁ Temporary Access Request Form | Created B
# [F Temporary Access Request [tem Y| L  Edit

= E Temporary Access Request List Vi '_'k Delete

# @] Temporary Access Request Smart 7 saveas
® [] SharePoint 2013 —
® [ System @ Check Out
® [ Task allocation

M wWorkflow

5 Design Workflow

n. Right-click the Temporary Access Request Form once again and select Edit.
E P Temporary Access Application )

] Version:
‘@) Temporary Access AD User SmartObject

‘@] Temporary Access Request Composite SmartOb:
| 5] Temporary Access Request Form Created H

=5 Temporary Access Request Item | 1 Edit

Created [

H

£

[+

@ Temporary Access Request List V [ 3 Delete

e

i

0. Skip to the Layout screen, then click the Access Requests Report tab. (The Access Request Report
tab was added previously as part of the project package you deployed. See tutorials on SmartForms
for instructions on how to add tabs.) From the category system, drag and drop the Temporary
Access Request List View into the blank Access Requests Report tab.

K2 Designer 4 | Form Designer (Temporary Access t Form) > Layout
search: (= Sl @ Introduction @ General . @ Layout Parameters @ Rules @
View: ':‘i_.ﬂdd F ; ¥

= [T] k2 Designer
B A wy items
B P oal items
B ] Active Directory
B ] CRM
] Exchange
E P K2 Learning
= [ Hello weorld
= P Temporary Access Application
B Temporary Access Request Item View
[ ) Temporary Access Request List View

Clear: | ;| T# | 5 | Insert: | = + | Remove: v

Access Requests Report x

- =]

® £y sh T d =| Temporary Access Request List View
E ] System B

| Task Allocation

™ Workflow

p. Click Finish to complete the form changes.

g. Right-click the Temporary Access Request Form and select Check In. Click OK on the warning
message that appears. This message is simply stating that any associated views will be checked in
as well.
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r. Openthe Temporary Access Request Form using the Runtime URL in the properties window, or
using the browser bookmark that you saved earlier.

K2 Dosigner 1 | Temporary Access Request Form
Search: (= PR . —
e Sheorw proy
B _ K2 Diesagner
H A My [bems
) Hame: Temporary Access Request Form
= = &l ltems

B [ Active Directory System Name: Temporary Actess Request Farm

B oM Descriplion

B [ Exchange Design Tieme LRL:

B P K2 vearning Runtime WAL: k3 denalli ' LM armn P—— — Y I
£ O Hello world Category: K2 LearmangTemporary Access Application
= = Temporary Access Application

Wersion: 5.0
a| Temporary Access AD User SmartObject

¢ 2 f 125 PM
B [g) Terporsey & Request I ——— Created Date 6/3H015 2:25
I '_: Temporary Access Fequest Form Created By Deeriallix Admingtiator
B [T Temporary Accsds Request Dem View Modified Date: 6/4/2015 2116 FM
= [B] Temporary Access Request Lt View Hodified By: Denallix Administrator
= (o] Temporary Access Request SmantObject Status: Chedked in

s. Click the Access Requests Report tab, and you should see all of the access requests listed, along
with the workflow status column. Double-click any row to open the View Flow Report for that workflow
instance.

@O

B nitpsy el denallicam Rurtime Runtime/FormnTempomresfeceds sRequeitsFo O = & G |I an K2 Designer - Powe... | 2 Ternporary Acce.. X | @mlﬂlﬂ— I I 'G} ﬂ

i 5 K2 Designer &2 K2Workspace [ Portal B co B Dev B 81 @ Search B Portal (Claims) iy CRM B 0w g BCP ] SRS @ ADFS 50032 Sendices 50 K2 SmartObject Services

Access Requests Report
.
FULL HAME COMPANY START DATE END DATE STATUS REQUESTER WORKFLOW STATUS  WORKFLOW VIEW FLO
First Test First Test Company  &/4/2018 /872015 Approved Bienallix Administra...  Active hitpsf/2 denallixe..
Second Test Second Test Company  &/4/2005 G725 Approved Denallix Administra.,. Active htps kel denalliz.c..,
Third Test Third Test Company 642005 65452015 [Expired Denallix Administra... Completed hatps ke denallin.c...
Fourth Test Fourth Test Company 6225 69,2015 Approved Denallix Administra...  Active hatpsyikct denallivc..
Fitth Test Fifth Test Company 642005 B/52005 Approval Pending Denallix Administra.,.  Active hatps kel denallinc...

Step 16 Review

In this step you created a view that uses the data returned by your composite SmartObiject, along with a rule that will
open the View Flow Report if a row is double-clicked. You then added that view to your application form so that users
can easily see the temporary access requests and open the View Flow Report if they need to see more detail about
the workflow.

This concludes the Temporary Access Application tutorials. You can close any open browser windows, K2 Studio or
other K2 tools.

If everything worked as expected, congratulations!
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