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Seven Tips

A Use Logging
A Pretty email formatting

A Understand Troubleshooting

A Create workflow error
notifications

A Use a custom history list
A Use variables

A Understand Information Management Policies



Summary Slides

1. Logging
+ By default, SPD workflows don't log r
anything. \

+ Use the “Log to History List” action.

» Log text and/or data from columns or
workflow.

« See results on the workflow status page.

» This data gets stored in the Workflow History list.

2. Email Formatting

- Email actions and task actions can be
customized.

« Edit the raw HTML, add tables,
images, etc.

Use an HTML editor for a no code
method.

Hint: SharePoint rich text fields are
even a quick way to do this

3. Troubleshooting

+ In SP 2010, use the Stop action.
+ In SP 2013, use transitions to Stages instead.
+ Add logging

+ Break it down with baby steps

4. Error Notifications

« Find the hidden Workflow History list
SITEURL/lists/workflow%20history

+ Create a new view to show errors
« Create an alert based on the filtered view
« Done per SharePoint site.

+ 2010 versus 2013 workflow errors

5. Custom History List

+ The out of box workflow history list is ugly
+ Create your own custom list
+ Add action to “Create list item” in this new list

+ Do this instead of or in addition to the “log”
action

6. Using Variables

-« Use these anytime you have to do something more than once
in a workflow.

+ Use them to create a Date/Time

Use them for hyperlinks.

Use them for email verbiage.

7. Information Management Policy

+ Set up at site, content type, or library level
+ Use Retention Policy

+ Based on a date field

« Trigger a workflow based on a date
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Demo

WORKFLOW LOGGING



= ® & - &~ - https://wonderlaura.sharepoint.com/sites/demo/Employee/HR - SharePoint Designer
FILE WORKFLOW
Navigation < @& HR Doc Approval (| 7]
Site Objects A @ - X} Your HR Resources » Workflows b HR Doc Approval P Text-Based Designer »
ﬁ Your HR Resources
[T Lists and Libraries Stage: First Approver
& Workflows
ciep Assign a task to Approvers (Task outcome to Variable: Qutcome| Task 1D to Variable: TasklD)

[ Site Pages
[} site Assets Transition to stage
Content Types If Variable: Outcome equals Approved

[ site Columns

5| External Content Typ.. Go to Second Approver

@ Data Sources Else
D Master Pages
=) Page Layouts Go to Rejected
&% Site Groups
L subsites Stage: Second Approver

Al Files Assign a task to Demo Content Owners (Task outcome to Variable: Outcome1 | Task ID to Variable: TaskID1)
Workflows A
Transition to stage

Globally Reus... & A
¢ Approbation de ... If Variable: Outcome1 equals Approved
¢ Approval - Share...

) . Go to Approved
¢ Approvazione p...
¢ Aprobacién da p... Else
5 Aprobacién de p... Go to Rejected
¢ Aprobare public...
[ 3

Aprovacéo de P... Stage: Approved

¢ Aprovacio para ...
¢aAprovacié de pu... (Start typing or use the Insert group on the Ribbon.)

SsArgitaratzeko on... Transition to stage
e o
Avaldamise kinni.. Go to End of Workflow
¢mCollect Feedback...
€& Collect Signature.. Stage: Rejected

¢5Godkendelse af ...

@ Julkaisemisen hy... Update item in Announcements

¢ Kozzététel jovéh... Transition to stage

¢ Obiavliivani
. Objavljl\h’:.lrlje od... Go to End of Workflow




e @ https://wonderlaura.sharepoint.com/sites/demo/Employee O ~ @ & @| Vendors

@ Workflow Status

L1l Surface Pro Print Screen | Micro... | {2 New tab

' L Employee

Home
HR Documents
Recent

Digital Assets
Benefits
Career Development
Home
Job Guidelines
Policies
Promoted Links
Site Contents
Site Pages
Recent

Change History

HOME COMMUNITIES

Workflow Information (Workflow Health)

Initiator: Laura Rogers Document: Employee Handbook

Started: 4/28/2016 5:40 PM Internal Status: Completed
Last run: 4/28/2016 6:18 PM Status: Approved

Information about this instance will be automatically removed on 5/28/2016 6:18 PM.
Tasks

This workflow created the following tasks. You can also view them in Tasks.
O Assigned To Title
Approvers Approve Employee Handbook

Demo Content Owners Approve Employee Handbook

Workflow History

The workflow recorded these events.

D Date Occurred Event Type
yp!

2 HEW

2 HEW

User ID

There are no items to show in this view of the "Workflow History" list. To add a new item, click "New".

DEPARTMENTS

EMPLOYEE -~ NEWS RESOURCES -~

Due Date Task Status Task Outcome
Completed Approved
Completed Approved

Description Outcome
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FILE WORKFLOW

Navigation

Site Objects
ﬁ Your HR Resources
[T Lists and Libraries

ST\ )
</ & HR Doc Approval * (| 7]\

A @ = 2} Your HR Resources » Workflows » HR Doc Approval P Text-Based Designer P

@ Workflows

[ Site Pages
’__||;| Site Assets

Content Types
[ site Columns

D External Content Typ...

i Data Sources

D Master Pages

[= Page Layouts

&% Site Groups

Ll Subsites

All Files

Workflows

Globally Reus... #
¢mApprobation de ...
GmApproval - Share...
@ Approvazione p...
@ Aprobacion da p...
¢ Aprobacion de p...
¢mAprobare public...
GmAprovacdo de P...
@ Aprovagéo para ...
@ Aprovacié de pu...
¢ Argitaratzeko on...
G Avaldamise kinni...
G Collect Feedback...
@ Collect Signature...
@ Godkendelse af ...
@ Julkaisemisen hy...
CmKozzététel jovah...
¢ Objavljivanje od...
¢ Odobrenje za ob...
@ Odobritev objave
@ Publicatie goedk..
@& Publiceringsgod...

G Publicesanas aps...

~

v

Stage: First Approver

Log workflow started to the workflow history list

then Assign a task to Approvers (Task outcome to Variable: Outcome| Task ID to Variable: TaskID)

then Log first approval finished to the workflow history list

Transition to stage

If Variable: Outcome equals Approved

Go to Second Approver

Else

Go to Rejected

Stage: Second Approver

Log 2nd approver stage to the workflow history list
then Assign a task to Demo Content Owners (Task outcome to Variable: Outcome1 | Task ID to Variable: TasklD1)

then Log second approval finished to the workflow history list

Transition to stage

If Variable: Outcome1 equals Approved

Go to Approved

Else

Go to Rejected

Stage: Approved

Log document approved to the workflow history list

Transition to stage

Go to End of Workflow

Stage: Rejected

Log:document rejected to the workflow history list

then Update item in Announcements




Logging In Flow

ANo oLog to history I

A Easily view full details of every flow run.

ﬂ New Customer contact

Send approval email

ﬁ Condition

IF YES IF NO

B} Create customer S Udate item
Create pl’O_jECT

| st o

11



2. Email Formatting

A Emall actions and task actions can be
customized.

A Edit the raw HTML, add tables,
Images, etc.

A Use an HTML editor for a no code
method.
Hint: SharePoint rich text fields are
even a quick way to do this

Set up phone: Sleeping Beauty

X DELETE €= REPLY €EREPLYALL =P FORWARD  [s==

- — - - mark as unread
HR Onboarding <no-reply@sharepointonline.c

Thu 4/17/2014 12:52 AM

A new task has been assigned to you. Set up the phone for this
person

Here is all of the necessary information that will be needed to
create the account:

First Name: Sleeping
Last Name: Beauty
Department: Marketing

Hiring Manager: Laura Rogers

Job Title: Princess




Demo

EMAIL FORMATTING



e

FILE WORKFLOW

Navigation

Site Objects

® R D

</ @& HR Doc Approval |7\

https://wonderlaura.sharepoint.com/sites/demo/Employee/HR - SharePoint Designer

A @ - ﬁ\’our HR Resources b Workflows P HR Doc Approval P Text-Based Designer P

ﬁ Your HR Resources

[T Lists and Libraries
@ Workflows

[y Site Pages
’__||;| Site Assets
Content Types

i Site Columns
|:| External Content Typ...
i Data Sources
D Master Pages
[} Page Layouts

&% Site Groups

i% Subsites
All Files
Workflows A
~

Globally Reusable...
¢mApprobation de pu
¢ Approval - SharePc
¢mApprovazione publ
¢mAprobacion da put
¢mAprobacion de put
¢ Aprobare publicare
¢sAprovagao de Publ
¢mAprovacao para Pu
¢sAprovacio de publi
¢ Argitaratzeko onart
& Avaldamise kinnita.
¢ Collect Feedback -
@ Collect Signatures -
¢xGodkendelse af ud
@ Julkaisemisen hyval
CmKozzététel jovahag

¢ Objavljivanje odobi

Stage: First Approver

Assign a task to Approvers (Task outcome to Variable: Outcome | Task ID to Variable: TasklD)

Transition to stage

If Variable: Qutcome equals Approved

Go to Second Approver

Else

Go to Rejected

Assign a task Properties

Stage: Second Approver

Assign a task to Demo Content Owners (Task outcome to Variable: Out

Transition to stage

If Variable: Qutcome1 equals Approved

Go to Approved

Else

Go to Rejected

PreservelncompleteTasks
WaiveAssignmentEmail
WaiveCancelationEmail
CancelationEmailSubject
CancelationEmailBody
Parameters for "[this user]”
AssignedTo

DueDate

Title

RelatedContentLinkListitemid
ContentTypeld
QutcomeFieldName
WaitForTaskCompletion
SendReminderEmail

Stage: Approved

(Start typing or use the Insert group on the Ribbon))

Transition to stage

Go to End of Workflow

No

No

No

Task Canceled - %Task: Title%
<html> <body style="font-size:..

Approvers

Approve [%Current ltem:Name%)]

I - -5 ceralcos. ]

Item in HR Documents

Workflow Task (SharePoint 2013)
TaskOutcome

Yes

No

Body (optional)
The description of the task.

‘ QK ‘ ‘ Cancel

¢&0Odobrenje za obja

Stage: Rejected

Update item in Announcements

Transition to stage

Go to End of Workflow





























































