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How to Create Workflow (for System Administrators)

What is Workflow?
How to create Workflow?
How can I set Workflow rules?

How to add and edit field values?

What is Workflow?

This feature allows you to create workflows for a particular field, and optionally defining rules for those
workflows. Workflows can be defined through Data Maintenance by the system administrator for the
following modules and fields:

Bug Tracker — Report Status

Product Change Tracking — Stage

Product Development Tracking — Stage
Production Tracking — Report Status
Technical Support Center — Report Status
New Ideas — Progress

How to create Workflow?
You create multiple workflows through data maintenance of the module fields mentioned above.

1. Go to the Data Maintenance Module under System Category.

Operations & Admin Time & Attendance E

Drata Maintenance

System Administration
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2. Locate the field you would like to have workflow from the left side navigation tree.

B Modules -
B Bug Tracker
Bug Frequencies
Defect Types
Introduced In
Report Statuses
B Certificate Tracking
B Channel Management

Company Bulletin

Contact Management
Customer Project
E Employee Records
| Forum
' Lead Management
B New Ideas
Mew Idea Types

Progresses

m

K Partner Profile

H Product Change Tracking
Approval Settings
Stages

= Product Development Tracking

Stages

B Production Tracking

Defect Types
Production Types
Report Statuses
B Project Management
Quality Issues
El Standard Operating Procedures (SOP

= Technical Support Center

Operating Systemns

Report Statuses

3. Open the page by clicking the Field e.g. New Ideas — Progresses. You will be directed to the
Workflow tab’s summary table.

Workflow Rules Field values

| Search |Guwck Search |[ Search ] [ Reset ] e |
Workflow Title Updated By Updated On Usage Count
+ Add New Record No records found.
teczo.com
powered
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4. Click the “Add New Record” button from the summary table’s left bottom part.

| + Add Mew Record

5. Type or enter the title of your workflow in the title bar.

Workflow Title Here...

Progresses ¥

Progress Workflow for New Ideas|

Progresses ¥

6. Dragand drop Progress values using the left-side extruder menu to the workflow space.

|

Progress Workflow for New Ideas

Search here

Rejected

Progresses &

Page 3 of 11 How to Create Workflow (for System Administrator) V1.1



How to Create Workflow Mm

(For System Administrators)
Quick Guide

7. Connect the nodes by clicking from point to point.

Progress Workflow for New Ideas‘

Search here

Progresses &

8. You can remove the nodes by double clicking a node and confirming the action.

Progress Workflow for New Ideas

Teczo Alert n

@ Do you want to delete this Progress? The value will only be remowed

Progresses ¥

in the workflow and will be retained in the field values list.

Yes H No

Rejected

9. You can remove the connection by clicking the connector and confirming the action.

Progress Workflow for New Ideas

Teczo Alert n

@ Do you want to delete the connection from Done to Rejected?

Progresses v
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10. Click “Save” to save the workflow, “Reset” to return the last saved design and “Back” to return
to the summary page with the last saved state.

Save ] [ Resst ] [ Back

How can I set Workflow rules?

You can set rules for a specific workflow through the Data Maintenance module.

1. Follow steps 1to 3 in How to create Workflow.
2. Click the Rules tab from the field Workflow page.

WDrkiIow Field values

| search [QuckSearch [ sewch J[ Rt | @ |
Workflow Title Updated By Updated On Usage Count -
Progress Workflow for New Ideas Char Lot Bataller 04:23 PM
+ Add New Record ¢ Refresh Page 1 of1 20 - Items1-1of1
teczo.com
powered

3. Click “Add Rules” button from the Rules tab’s summary table.

Workflow Rules Field Values

| Search Quick Search 0 Advanced Search ¥ |
All (0) | Action - I Add Rules I
Mo records found. o
teczo com
powerad
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4, Select workflow from the list.

| Add Rules

Workflow =Select= - g

Value <Select> To | =Select= -
Progress Workflow

Restrictions
Progress Worlkflow for New Ic

IRl —

Noapprovers serecreus

Approvers

Needs Attachment | [

<Select= " [T disable
+ Add New

Fields Dependencies

| Save & New ] [ Save & Close ] [ Back ‘

5. Select the “From” and “To” values where you want to set rules, you can select multiple values.

| Add Rules |

Workflow | pProgress Workflow |'

Value |pgne |v To | Please select fields =

Restrictions + Check all 3¢ Uncheck all

Assign Approvers | @ and ) or B Rejected

Mo approvers selected.

Approvers

Needs Attachment []

<Select> [+] Edisable
+ Add New

Fields Dependencies

| [ Save & New ] [ Save & Close ] [ Back ] |

Note: “From” are the source values in the selected Workflow. “To” are the values where the
“From” value is connected to in the selected Workflow.

6. Set restrictions or rules for the selected connections in the workflow.
a. Assign Approvers

You can set approval rules for the selected workflow connection. Approval Status will be
shown in the respective modules once the user selects the “From” value in the topic.

Page 6 of 11 How to Create Workflow (for System Administrator) V1.1



How to Create Workflow teczo.com

(For System Administrators)
Quick Guide

Following the workflow, the user will not be able to change the field value if the approver
rule is set and the conditions are not met.

e C(Click the “Assign Approvers” button to open the approvers selection.

| Add Rules

Workflow Progress Workflow for New ]i =

Value | | Dane ‘v To  Rejected -

Restrictions

@ and D or

Assign Approvers
O[JR=1s] 8] guAN == L3 T =T

Approvers

Needs Attachment | []

<Select= |+ Ddisable
+ Add New

Fields Dependencies

| Save & New ] [ Save & Close ] [ Back ‘

o Click the name to select the approver from the left side table. You can use type and

search functionality to search the list. You can also remove the approver by clicking
the name from the right side table.

| Select Approver |

ba

Name Office
Name Office Aron Bataller Tectonic Hongkong
Aron Bataller MP3thumb USA
Aron Clark Bataller Tectenic Hongkong
Char Lot Bataller Tectonic Manila
Charleane Bibal Tectonic Manila
Lot Bibal Tectonic HongKong
Michael Banting Tectonic Manila
Michael Jesus Banting MP3thumb USA
Mike Banting Tectonic USA

o

Note: Only users with access to the module are listed.

o Click Save to save the approvers. Cancel to close the modal page without saving.

e You can set hierarchy of the approvers by dragging the names up and down. You
can also remove the approvers by clicking the X button.
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| Add Rules

Workflow | |pProgress Workflow for New ]i'
value | |Done =] To |Rejected
Restrictions

Assign Approvers | @ and O or

%t  Aron Bataller

Approvers
1t Az Javierto

$ Anne Marie Bermejo

Needs Attachment | [

<Select> |v [Tl disable
+ Add New

Fields Dependencies

| Save & New ] [ Save & Close ] [ Back |

e Select the logical condition for the approvers by clicking the radio button. By

default, AND is selected.
o AND —all approvers should approve first before a user can change the field
value in the topic or item.
o OR-—any of the approvers should approve before a user can change the

field value in the topic or item.

s v v
value | |Done [+] To |Rejected

Restrictions

Assign Approvers | @

1  Aron Bataller

Approvers
PP 1 Aiz Javierto

1 Anne Marie Bermejo
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b. Needs Attachment
Setting this option will prompt the user to attach a file before he/she can change the “From”

field value. Check the box to enable this rule.

| Add Rules |

Workflow | |pProgress Workflow for New d'

Value | |pDopne |v To  Rejected b
Restrictions
Assign Approvers | @ and @ or

1+ Aron Bataller

Approvers
e 1 Az Javierto

1 Anne Marie Bermejo

Needs Attachment | []

«Select= |' [Cdisable
+ Add New

Fields Dependencies

| Save & New ] [ Save & Close ] [ Back

c. Field Dependencies
Setting this rule will make another field in the module enabled or disabled. You can select
the topic state and other module fields that are set through data maintenance.
e Select an available value from the dropdown selection.

| Add Rules

Workflow | | progress Workflow for New d'

Value | |Done |v To | Rejected -
Restrictions
Assign Approvers | @ and O or

1t Aron Bataller
Approvers . .
T Aiz Javierto

$+ Anne Marie Bermejo x®

Needs Attachment
<Select> |~ [disable

=Select=
Fields Dependencies Mew Idea Type
State

| Save & New ] [ Save & Close ] [ Back |

e Check the box to make the selected field disabled in the module. If unchecked, the
selected field will always be enabled.
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Needs Attachment

MNew Idea Type |" dizable
+ Add New

Fields Dependencies

e To add more dependent fields, click “+Add New” option to open new selection.
Meeds Attachment | ]

Mew Idea Type |"' disable

<Select> |v [C] disable

ields Dependencies = |v [C] disable

Note: You cannot set conflicting rules. If you do not see the desired field in the
selection, it means that the field is either set to enable or disable in another field rule
and might conflict with your rule.

d. Saving buttons:
e Save & New —save the rules and create another rule.
o Save & Close — save the rules and return to rules summary table.
e Back —close the add rules window without saving the new rule.

How to add and edit field values?

You can add values through “Field Values” tab. Field values are the values that are visible in the module
field selection. Defined values can be used in creating workflows. Once a user selects a workflow for
the field, some values might be disabled or enabled depending on how the workflow is defined.

1. Follow steps 1to 3 in How to create Workflow.
2. Click the Field Values tab from the field Workflow page.

Workflow Rules Field values

| search [Quick Search (7] |
Workflow Title Updated By Updated On Usage Count
Progress Workflow 2 Char Lot Bataller 06Aug2014 0
Progress Workflow Char Lot Bataller 05Aug2014 0
Progress Workflow for New Ideas Char Lot Bataller 05Aug2014 0
+ Add New Record ¢ Refresh Page 1 of1 20 - Items 1-30of 3
tecrzo.com

powered
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3. Click the “Add New Record” button from the left bottom part of the summary table.

Workflow Rules Field values

Progresses

Abbreviation Name/ Description
7 Do Done Tl
p RE Rejected Tl
i Refresh Page 1 ofi 20 - Items 1 -2 of 2
teczo.com

powered

4. Define abbreviation and name/description of the value.

Add New Record ® |

Abbreviation |

Mame/Description

| Save | x Cancel

Note: Abbreviations are usually displayed in the summary table of the module.
Names/Descriptions are displayed in the dropdown selection in add/edit page of the module, in
the search functionality and as tooltips in the upon hovering over the abbreviation in the
module’s summary table.
5. Saving buttons:
e Save —save the new value and close the window.
e Cancel —close the window without saving.
6. You can also edit the value by clicking the pencil icon in the summary table. The steps are the
same as adding a new value.

Workflow Rules Field values

Progresses

Abbreviation MName/Description

7 Do Done [
7 RE Rejected &}
o

P hew Record & Refresh Page 1 of1l 20 - Items 1 -2 of 2

teczo.com

powered
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