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Lab Time30 Minutes

Lab Overview The Office 2010latform has a new level of integration between the different workflow
development tools. Visio 2010 astharePoint Designer 20t@n work together to create a complete

workflow. Each of these tools has its strengths. By combthiggto create a commte workflow,

business analystsaqpdlo wer users can work together to structu

Visio 2010 is used to create the high level process and is focused on the visual aspects of the process
rather than the details. Visio exports tmdel to SharePoint Designer 2010 which is used to fill in the
details. At this point the workflow can be deployed and used within the organization.

In this lab exercise you will implement a simple timesheet approval workflow using Visio 2010 and
SharePmt Designer 2010. The initial process layout will be implemented in Visio 2010 and imported
into SharePoint Designer. The process will check the number of hours that were submitted for the week
and request an approval process if they are over a spddifieeshold.
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In this first exercise you will create a simple process in Visio 2010 and export it to SharePoint Designer
2010.

1. LaunchVisio 2010and select thé=lowCharttemplate group
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Figurel
FlowChart templates folder

2. Within the FlowCharttemplate groupcreate a new file using thilicrosoft SharePoint
Workflow template.
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Select the Microsoft SharePoint workflow folder



3. Click theCreate button in the right pane.

4. Using the toolbox on the left hand side of the window, locate $tarePoint Workflow
Terminatorssection and addtartand Terminateshapesto the diagram.
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Figure3
The SharePoint WorkfloWerminators

5. Open theSharePoint Workflow Conditionsection and add &ompare Data Sourcghape to
the diagram.

a. Double click and change its nameQbeck if manager approval is needed

6. 7. Open theSharePoint Workflow Actionsection and add threkog to Hstory Listshapes to
the diagram.

a. Double click the first and change its namd.tag Manager approval required
b. Double click the next and change its naméd.t@ automatically approved
c. Double click the last and change its namé.¢@ submission to HR
7. Add the process flow connections between the shapes. Use the image below as an example.

a. Add connections by hovering over the source shape, clicking and dragging one of the
arrows to the target shape(In the figure below, click the light blue arrow outlinied
red. This can be easily used to connect to an adjacent shape.)
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Add connections between the log actions

When you are complete with the connections, it should look like this

] misimaae

Figure5b
Add connections between the log actions

8. Label the connections flowing from the condition yes or no depending on the process flow.

a. Right click the connection fro@heck if manager approval is needemlLog Manager
approval requiredand selectYes

b. Right click the connection frof@heck if manager approval is needéalLog
automatically approvedand seleciNo.
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Figure6
Configure the connections

9. Save the process diagramyour Desktop asTimeSheet Submission Workflow.vsd

a. Export the process by selecting tReocesgibbon inVisio 2010and clicking thé&Export

button.
Home Insert Design Data Process Review View
[T 3 T vl |&)
L 3a) ¢
- : it ~e | T®
Create Linkto eate fr Check [ 1ssues Window Import |Export
New Existing~ Select Diagram~
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Figure7
Export the workflow

b. Save the exported workflow tgour Desktopwith the nameTimeSheet Submission
Workflow.vwi.

In this exercise you created a SharePoint workflow using Visio 2010 for ulse mextlab exercise.
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In this exercise you will import the Visio workflow into SharePoint Designer and complete it. This
includes defining the parameters of each step as well as adding some new steps. In the end you will
publish your complete workflow and export it back to Visio.

1. LaunchMicrosoft Office SharePoint Designer2010 You’' Il find this | ink
group in the start menu.

2. Inside SharePoint Designer, click Apen Sitebutton

3. Open the lab site ahttp://microsoft.futureofproduc tivity.convsites/ BVLUserXXXvhere
BVLUserXXX is your login narffeyou are prompted to login, please enter your usernamd a
password.

4. Click theworkflowsitem on theNavigationlinks on the left hand side of the window to display
the current Workflows.
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Figure8
The available workflows in SharePoint Designer 2010

5. Click thelmport from Visiobutton in the ribbon and select the filEimeSheet Submission
Workflow.vwi from yourDesktopand then clickNext. (Note: f you did not complete the
previous exercise, you cdimd this file in theCAHOL SharePointWorkflow folder)

a. Verify theNameis Timesheet Submission Workflow

b. Choose theReusable Workflowoption and select th&ime Sheetontent type.



Figure9
Import Workflow from Visio Drawing

c. ClickFinishto import the workflow. This can take a while.
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FigurelO
The workflow in SharePoint Designer 2010

6. Add two new local variables to store the maximum hours before approval is required and the
employee name and setit. Fthis exercisewe ' | | st o eeid insteasl of ¢hepaimen y

a. Qick theLocal Variabledutton in theWorkflow ribbon.

b. Inthe dialog, click thaddbutton and create a new variable with a name of
EmployeeName

c. SettheTypeto String.
d. ClickOKontwo dialogs to create the variable.
e. Repeat the above steps to create aiagble namedViaxHoursof type Integer.

7. Store theEmployeelDas t he e mp | (Noteeled nsore nompiate. form of this
workflow, you would probably look up this employee name from an HR system.)

a. Place the selector at the top of the main step.

b. Click tle Action button in theWorkflow ribbon and selecSet Workflow Variable



f.

|

Figurell
Set Workflow Variable

Click the workflow variable link and sel&&riable: EmployeeName
Click the value link and then click thebutton.
In the dialog seledEmployeelDin the Field from source drop down list.

Lookup for String |

Field Data to Retrieve

Choose the data source to perform the lookup on, then the field to
retrieve data from:

[Daka source: ICurrent Ikem

Field fram saurce; IEmpIu:u';.feeID

Return Field as: I.ﬁ.s Skring

Clear Lookup Zancel

\_ Leflefls]

Figurel2
Lookup for String

ClickOKto close the dialog.

8. Store40in the MaxHoursvariable.

a.

b.
C.
d.
9. Define a condition that will be true if the number of hours worked is greater larHours

a. Click the firswvaluelink in thelf statement then click théx button to assign a value.

Place the selector just below the action you just added, figtfore the firstif
statement.

Click theAction button in theWorkflow ribbon and selecet Workflow Variable
Click theworkflow variablelink and selecVariable: MaxHours

Click thevaluelink type in40.




g.

LeaveData SourceasCurrent Itemand selecHoursin the Field from souce drop down
list. ClickOKwhen you are done.

Clickthis test and selecis greater than

Click the secondaluelink in thelf statement then click théx button to assign a value.
SetData Sourceo Workflow Variables and Parameters

SetFieldfrom saurce toVariable: MaxHours

ClickOKto close the dialog.

10. Define the message logged when a timesheet requires manager approval.

a.

Click thethis messagdink on the firstLogaction that immediately follows the If
condition.

Click theX button to define he text of the logged message.

Enter the textThe time sheet for

ClickAdd or Change Lookujp retrieve information from the environment.
i. SelectWorkflow Variables and Parametelia the Data Sourcealrop down list.
ii. Selectvariable: EmployeeNamm the Field from sourcedrop down list.
iii. ClickOKto close the dialog.

Finish the message by enterirgguires manager approvafter what you have already
typed.
ClickOKto close the dialog.
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Figurel3
Configure the workflow

11. Repeat the previous step for the secobagaction with the following exceptions

a. When finishing the message instead of enteniaguires manager approvaknterdoes

not require manager approval



12. Log that the time sheet has beapproved and submitted to Ri.
a. Click thethis messagdink on the finalLogactions.

b. Click theX button and enter the messagehe time sheet has been submitted to HR

c. ClickOKto close the dialog.
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then Set Vpriable: MapdHoyrs to 40
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Figurel4
Configure the workflow

13.Fi ni sh t he setinmgkand poblish & to the ShadPoint site.

a. Click the firsfTimesheet Submission Workfloitem on the workflow header to return
to the workflow s home page.

/ (& Workflows/ (¥ Timesheet Submission Workflow * \ (3§ Lab 7 - Workfiow \ |4

* - m Lab 7 - Workflow » Workflows » !imesheet Submission Workflow » >

Figurel5
Publish the workflow

b. Check theshow workflow visualizabn on status pageheck box (found in th8ettings
groupon the righ).
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= Stan Options
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Figurel6



Show workflow visualization on status page
Click theSavebutton in the ribbonto save the workflow settings.

Click thePublishbutton in the ribbon to publish the workflow to the SharePoint site.

T | workfiow Settings
| % @ X =2

Save | Publish Edit Dielete Rename
Workflow
Save Edit
Figurel7

Publish the workflow to SharePoint

Click theAssociag to Listbutton in the ribbon and sele¢he Time Shets list.
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Figurel8
Associate the workflow

When the browser window loadsget the Content type t@ime Sheet

For workflow template, seleciimesheet Submission WorkflowThis is the new
workflow you just published.

Type in name for the workflowt-or exampleTimesheet Workflow
ClickOkto associate the workflow to the list.

Content Type . i
Run an items of this type:

Select the type of items that you want this Time Sheet El
workflow to run on, Content type workflows
can only be associated to a list content type,
niot directly to the list.

(Selecting a different type will navigate you

‘Workflow
Select a workflow to add to this content type. Select a waorkflow template:
If the workflow template you want does not Disposition Approval N
appear, contact your administrator to get it Three-ztate =
added to your site collection or workspace, Timesheet Submission Workflow Bl
Approval - SharePoint 2010 &

Hame . .

Type a unigue name for this workflow:
Type a name for this workflow. The name wil Timesheet Warkflow
be used to identify this workflow to users of
this content type.

Figure 18



Associate the workflow

14. Inside Internet Explorer, select tHiéme Sheetsink in the quick launch navigation menu on the
left.

15. Switch to theDocumentsribbon and dck New Documento create a new document.
16. Save the new document to tHEme Sheetslocument library.

a. When saving the document, set tiiemployeelDo 1.

b. SettheHoursto 38.

c. Iln the document | ibrary select the new docu

Workflows.
d. ClickTimesheet Submission Workflowo start the new workflow.
e. On thelnitiation page clickStartto start the workflow.

f.  When the workflow has started, navigate back to ffime Sheetdist and click the
Completedlink on the item.

g. View theWorkflow Information page and see that the steps in the workflow were
completed.

h. Repeat t he pr oc e JimeShdethat lmas Houts that ake greatestihan g
40.(Note: In a more complete form of this workflow, you would add logic to have this
approvedby someone.)

Wk Wishoay

r

Figurel9
The workflow history

17. Since the process was changed by your wogharePoint Designeexport those changes back
to Visio to keep the process models in sync.

a. Switch back t@harePoint Designeand verify the workflow is still in the active window.
b. Click theExport to Visicbutton in the ribbon.
c. Save the updatedvwi file to your DesktopasTimesheet Submission Workflow.vwi
18. Switch back td/isioand import the updatevwi file.
a. Click thelmport button in theProcessibbon tab.
b. From yourDesktop slect theTimesheet Submission Workflow.wile.

c. TheVisiodiagram should now be updated to include tBet Workflow Variabldasks
added inSharePoint Designer

a
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Figure20
The updated Visio diagram

In this exercise you imported a workflow created in Visio 2010 into SharePoint Designer, made ¢ few
changes and then deployed it to SharePoint. You then’dythose changes with the original Visio
diagram.



