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1.Workflow introduce

1.1 Application profile

Workflow for Office 365 is a free, full-featured 30-day trial version. Continue to
use the need to contact the Office Store Active Subscription license.

With the Workflow for Office 365 application, you can authorize anyone in your
organization to convert any business process, and no matter how complex the
process is, you do not need to write code that can be done with a simple drag and
drop design. Easy-to-use designer and powerful connectivity to extend the content
and data you entrust to Microsoft Office 365 to break your business success and
rely on people and processes to provide fast and easy automation for business users
and IT professionals Business processes; from simple leave approval to complex
integration across applications, cloud services, and data sources.

With Workflow for Office 365, you can:

® Visualization No code design Any complex process

® Connect SharePoint lists and document libraries as data sources

® Integrated custom task processing page

® Integration with any system by integrating web services
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® Provide technical support and use of training

1.2 Application Portal

Through the SharePoint Online Adds-In APP access, click on the site contents. click

the Workflow for Office365, you can enter the statistical report interface.
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Then go to the following interface:

Back to Site »  Workflow

Workflow
for Office 365

Hil Thanks for installing Workflow for Office 365.

To customize your workfows:
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Go to the relevant SharePoint list and click the Workflow icon in the List tab on the SharePoint Ribbon.
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2. Workflow design

2.1 Workflow activity introduce

Approval Common approval nodes that can be approved and rejected.

Countersign | Many people at the same time in a node, how many people
are required to approve the transfer to the next node, or not

transferred to the next node.

Assign tasks | When the task is assigned to this node, only permission is

granted, and no permission is denied.

Notify When the business process is basically processed, the people
in this node can understand the business process of the

process in the form of informing.

Workflow You can customize the set of workflow status values (for
status display only).
Call Web The current process can call an external Web service with no
service return value.
If For a given condition, there are only two branches "yes" and
"no".
Switch Branch flows can be performed according to a number of
conditions.
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Run if It can be filtered according to settings and supported by
"or"," and ".

While When a particular set of conditions is satisfied, it enters the
branch and supports "or"," and ".

Parallel Support multiple branch flows, that is concurrent branches.

2.2 Introduction of basic operations

Import You can import the SharePoint Online process template XML
file directly as the workflow template for the current
workflow.

Export Export workflow templates can be exported for use

elsewhere.

Save workflow

After the design workflow is completed, you need to save the

workflow.
Publish When all the workflow information is confirmed, the workflow
workflow can be released. If a process node does not set the
information, it will be prompted accordingly.
Workflow Set up workflow name, select workflow task list, workflow
settings history record, workflow description and so on.
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2.3 Typical process design examples

Next, we demonstrate a typical process design process.

1) First, we click "new workflow"

BacktoSite * Workflow & 2
Workflow
for Office 365
—_
‘ @ New workflow .

Workflow name Modified Editor Edit Delete
RS 2017-08-16 0842 BEE =] ®
HEEE 2017-08-16 0440 BIEZ= =] ®
EfRESE 2017-08-16 04:41 =IET =] b
AR 2017-08-1607:04  S4FZ= =} ®
EAHERE 2017-08-16 0946 BIE= =} ®

2 ) Fill in the initialization information of workflow, such as workflow name, workflow

task list, etc..

Create a new workflow

Workflow name* :

Travel

Workflow task list*
THrmtEs

Workflow history list* :
IIFRARERE

Workflow description :

Travel

Then ,the default design interface.



BIZE S %

SICHUAN CHUANGXIANGYUN TECHNOLOGY CO. LTD.

Workflow for Office365 introduce manual

BacktoSite » Workflow design 3 7
Vorkflow
for Office 365

&import <& Export | B Save workflow ¥ Publish workflow | 43 Workflow settings

Toolbox

Commen Operations
P 2
£
Approval  Countersign
s 2
L4 End
Assign Tesks Notify
@ &
Werkflow Call Web
Status Service
Logic And Flow
B -
¥
If Switch
Run If While
Parallel

3) Drag and drop a conditional branch between the start of workflow and the end

of workflow.

BacktoSite » Workflow design 3 7
Workflow
for Office 365

&import & Export | B Save workflow ¥ Publish workflow | 43 Workflow settings

Toolbox

Common Operations

b ¢

Approval  Countersign
= 2
=3 e End
Assign Tasks Notify
® &
Workflow  Call Web
Status Service
Logic And Flow

2z

Run If While

Double-click the conditional switch node to set branch conditions
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Back to

» Workflow design 8 2
Vorkflow
for Office 365

&import <& Export | B Save workflow ¥ Publish workflow | 43 Workflow settings

Toolbox

Common Operations Start
£
Approval  Countersign
&
ta
Notify
©® &
Workflow Call Web
Status Service
Logic And Flow
¢
7
Switch
While
Parallel

Edit the activity

Workflow activity title™
Switch
Condtion expression® :
Title ( Sinale line of text )
Condtion value” :
SwitchOne
SwitchTwo
SwitchThree
@ Add condition
Contains the default branch ( Run the default branch when the condition does not match any

branch values ) * :
[l contains the default branch

Backto Site »  Workflow design &S 2

Workflow
for Office 365

&import & Export | B Save workflow ¥

lish workflow | 3§ Workflow settings

@ Toolbox
Common Operations Start
)
= il
g A | Count
rova ountersign
o P 9
& +
L = Swiitch
AssignTasks  Notify
®@ &
Workflow Call Web
Status Service
Logic And Flow
‘.
?
Switch
While
Parallel
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Drag and drop approval activities, countersign activities, assign tasks tasks, and

notify activities to branch.

Backto Site » Workflow design & 2
Workflow
for Office 365
& import < Export | B Saveworkflow ¥ Publish workflow | % Workflow settings
u -

T @f? “ft* T

| approval Countersign - | AssignTasks “{} Notify

¢ + ¢ i
?

xogjoo] (®)

Then double-click the node to set the node information, and finally according to

the different conditions will be transferred to the corresponding branch.

Edit the activity

Workflow activity title” :
Approval

Task title”

Please process a task.

Task assigned to* :
dengqg

I3 (dengag@cxytech.partner.onmschina.cn)

Show 1 results
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4 ) Click the save workflow button

Saving the workflow, please wait later

5) Click on the "publish workflow" button to complete the design of the workflow.

Publishing the workflow, please wait later

3. Workflow task processing

1) Click the new item button.
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BROWSE | ITEMS | LIST ) SHARE Yy FoLOW

\_—‘ Version History

Shared With

New New | \View Edi Attach Alert Tags&  Workflows Approve/Reject
ftem. Folder ltem ltem < Delete ltem File Me- Nates
New Manage Actions _Share 8 Track_Tags and Notes Workflows

Tiemes ® new item Jr edit this list

BAIR Al mPprove/reject items My Find an item el

i

pages v Tile FEFH PR FEEA SESHE 28 25ATS A AR e @M WS @61 ApprovalStatus BESE  LESE ZRARBESE
There are no items to show in this view of the "tests" list.

Recycle Bin

# EDIT LINKS

Exit classic experience

2 ) Fill in the input form information.

Office 365 miit 42 &2 BE"

BROWSE  EDIT ) SHARE ¥y FoLow [
E a oy ¥, Cut @a ABC
O Eg Copy v
Save Cancel Paste Attach  Speling
ile B
Commit Clipboard  Actions  Spelling
Tiesek @ items on this list require content approval. Your submission will not appear in public views until approved by someane with proper rights, More information on content approval.
S
Title * SwitchCne
e \
pages =R
Recycle Bin EEET
# EDITLINKS e some reasons..

REEE [v]

= [

BETHET 54

1 E—

s [Enter a name or email adress.

pl=) ‘T\/pe the Web address: (Click here to test) ‘ .

3 ) Start workflow

10
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BROWSE ITEMS | LIST J SHARE % FOLLOW

=
\;‘ E‘) D Version History @ @ @
= =/ =# 8% Shared With
New MNew  View Edit Attach Alert Tags&  Workilows Approve/Reject
ltem. Folder Hem Item X Delete ltem File Me o Notes
New Manage Actions _ Share & Track Tags and Notes Workflows
Tiesk (® new item or edit this list
iy Allltems ~ Approve/reject ltems My P
EREE
v Title Wi W2 WEL3 WA @6Es WK1 ApprovalStatus  EEEE &
Pages
Recycle Bin " SwitchOne % some Yes SwitchGne ﬁ;\*& Pending
regsons... 0 #1
# EDITLINKS Edit Item
Delete ltem
Exit classic experience
iew Item
+| shared with
Compliance Details
Follow
Approve/Reject
Alertme -

You can start this workflow by one-click.

Office 365 mftt 22 & B¢ == Share

) SHARE vy FoLlow [T

&@HEEM Tire wREER  FHER WSS # EDITLINKS
T tests: Workflows: SwitchOne o

Start a New Workflow

tesmm
i

EFIRESE

TERERE ARIBREE
EAHERE

Workflows (Workflow Health)
Select a workflow to view more details. Show my workflows enly.

Name Started Ended Internal Status

Running Workflows

Status

There are no running werkflows on this item.

javascript:StartWorkflowd(1a4d9808-1ec9-48bf-a757 -aa7e22a2d9%ad’, ‘16", '{..

4 ) Once the workflow is started, a new task is received in the workflow task list.

11
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Office 365 miit 42 Z B¢ "=z

BROWSE | ITEMS  LIST ) SHARE Yy FoLow [

NS — F Tiea STEER HLRE MEiRE # EDIT LINKS Search this site - P
Ha=zokE I, o O |
<
I'HEUME:U ©
Tiemis () new task or edit this list
BAR AllTasks  ActiveTasks By Assigned To ==+ SAVETHIS VIEW
R
v [0 Tite A dTo Status Priority DueDate % Complete  Predecessors
Pages
Recycle Bin 0O 123 e LR FEEH (@)=
0O 1233 FIE FEE (A=
# EDIT LINKS
D EEl—EsRaE. « plis==) KREF ()
[ 1233 HE REE (@)
Exit classic experience 0 EshssEsE = EEE SRE () 100%
0O 123 e [ AR FEF (@
0 1233 e AR KB ()
[ 1233 e [ fAE KB (2
| 0 Plemeproresatuk. s~ L EEE  FEH @

E 121-129

5) Task: click more, and then click the edit item.

Office 365 miit 42 & B¢ == SharePoint

BROWSE [ ITEMS  LIST ) SHARE ¥ FOLLOW [

AES = F Te&s EER HLRE MEiRE # EDITLINKS Search this site - L0
&EUE‘E’M} P T Az |
N
TERIES o
Tiemss (@ new task or edit this list
S AllTasks  Active Tasks By Assigned To SAVE THIS VIEW
EhEs
v O Tite Status  Priority DueDate % Complete  Predecessars
Pages
Recydle Bin 0O 1233 {CES FEd @F
0O 1233 g FEa @F
# EDITLINKS
[ Esl—FERaE = - OMWEE FEH @
0 oims . OAE FESH @S
Exit classic experience 0 EEhssEmE x o mEE = o= 100
0O 123 ] FEFH @%
0O 1233 = ~E @%
Share
O 123 B o@®
M O clesseprocessatask. s | Edtitem B @
Delete tem
II‘ 121-129
View Item
javascript; Advanced ’ -

Then select "approved” button.

12
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Office 365 mitr£2 & B¢ SharePoint
BROWSE | EDIT ) SHARE vy FoLOW [T
HB mi Xh ¥
D Eg Copy \/
Save Cancel  Paste Delete Attach  Spelling
Item File -
Commit Clipboard Actions Spelling
Tiess
Content Type \ ntentType v |
SR Create a SharePoint 2013 Workflow Task
b= .
Task Name [ Please process a task... |
Pages

Start Date &

Recycle Bin 17806 |@
Due Date

2 eomuns L =

Assigned To ‘ AEEE
SHOW MORE

Created at 2017/8/16 19:21 by T{Ef on behalf of [ BIEZE

— B ‘DF‘J}E@ || Save ‘ ‘ Cancel ‘
Last modified at 2017/8/16 19:21 by THE on behalf of [ QI ‘

IEFES#% spoprod-a.akamaihd.net AIMEAL...

6 ) finished ,we can find the task status’ s value is "finished".

ice 365 Ml £2 2 B¢ i=x

BROWSE | ITEMS  LIST ) SHARE Yy Fouow [

& BIEST T REE wlE UER= # EDITLINKS R -5
o ) N2y T A2
Iﬁzmu'ffﬂ ©
Tiess new task or edit this list
C]

S AlTasks actve Tosts oy AssignedTo

EE

pages v O Tite nedTo  Status  Priority  Due Date Predecessors
S 0 oims " OB wEM @=
0 1233 . AR B (2
7o D messEsE « - EER AEm @
0 1233 . AR B (2
Exit classic experience 0 Ee—ssEms e [ IEEE =% (@) 100%
[NERFEE - IR FE (@
0O 123 - LI A (@
0O 123 - LI A (@
| [ Please process a task.. % o [ AE3EE st ()R 100%
lz‘ 121-129
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