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Introduction
The original Workflow Standards Committee was charged with establishing and documenting standards and guidelines (where appropriate) for Penn State’s enterprise Workflow system and processes.

This document, in its original format (September 2007), served as the standards basis for the Workflow system; however, it was understood that additional standards and functionality would need to be added as the system progressed and as forms were developed.

As the Workflow system progresses, changes will be recorded in the Document Revision Log, located at the end of this document.

The original Workflow Standards Committee members were:
Kathy DeMartino – Administrative Information Services
Rich Dumm – Administrative Information Services

Tom Hall – Office of Human Resources
Beth Hayes – Administrative Information Services
Angela Johnson-Tisdale – University Libraries, Human Resources
Peg Jones – Student Affairs, Human Resources
Jeremy Landes – Administrative Information Services
Cathy O’Connell – University Libraries, Human Resources
Janice Pearce, Co-chair – Office of the Corporate Controller, Outreach
Kevin Peterson, Co-chair – Office of the Corporate Controller, Earth & Mineral
      Science

Rick Ramsey – Office of the Bursar
Jeff Rockwell – Administrative Information Services
Audrey Romano – Administrative Information Services
Terry Walter – Office of the Corporate Controller, Payroll
Tim Whitehill – University Budget Office
Detailed Standards and Guidelines

1 Functionality and Functional Design Standards
1.1 Accessibility
1.1.1 PSU Policies

PSU Policy AD54 (Web Page Design and Image) should be implemented where appropriate in the Workflow System.

1.1.2 Browsers

· The Workflow application will support Internet Explorer and Mozilla based browsers for the PC, and Safari for the Mac.

· The “back” button on the browser should be disabled at the forms level.

1.1.3 Flash and JavaScript
The Workflow application should minimize the use of JavaScript and Flash.
1.2 Second Factor Authentication
Second Factor Authentication will be required when a financial form/function is invoked as required by policy and/or determined by the Process Steward for each form.  The system will require the user to enter a valid Second Factor Authentication Token Number (formerly referred to as Secure ID) which will be carried through the entire Workflow session.
1.3 Keyboard Standards
· When a form is active in the browser, do not make any buttons default – in case the “enter” key is pressed.

· Pressing Tab on the keyboard moves the cursor horizontally to the right.  

· Pressing Shift+Tab moves the cursor horizontally to the left.

· No auto tabbing.  (One exception – See section 1.13 Format of Budget Information for Financial Forms)
1.4 Data Entry Display

The display of data entry will be as the user enters it.  Upper and lower case will be used.  This will be displayed through the Workflow system.
1.5 Message Display

· When actions are taken on a form, a visual cue should be provided to the user that processing is taking place – for example, hourglass timer or new window with processing bar.

· Once the form has completed processing, a message display will be at the top and center of the form in a yellow message box.  Form actions would be – Save Draft, Save, Clear, Submit, Review, Cancel, Reject, Forward, Copy, and Approve.
· Message will display – “Form No. (insert form number) has been successfully (insert label of action taken – Saved as Draft, Saved, Submitted, Reviewed, Cancelled, Rejected, Forwarded, Copied, Approved, or Processed).”
1.6 Home Page Functions 
Home page functions appear as a left vertical menu bar on the Workflow Home page in the order listed below and follow established visual design standards and placement.  This section of the website should be presented with a light-colored background based on the approved web color.  
The associated functions are listed on the table below.

	Home Page Link
	Function

	Workflow Home
	Will return user to Workflow Home page

	Worklist
	Will take user to Worklist page (see 1.7)

	Create New Form
	Will take user to Create New Form page (see 1.8)

	Pending Submitted Forms
	Will take user to Pending Submitted Forms page (see 1.9)

	Search Forms
	Will take user to Search Forms page (see 1.10)

	Inquiry*
	Will take user to Inquiry page (see 1.11)

	User Guides
	Will take user to User Guides page (see 6)


1.7 Worklist Page

This page will show a user all forms awaiting their action – forms to approve, copied forms*, and forwarded forms*.  
Two preference selections will be able to be made by the users.* 

First, the user will be able to choose by “My Roles.”  There are two radio buttons to choose from – Standard and Proxy.  Standard Roles will include all roles except proxy roles.  Proxy Roles will include only proxy roles.  In addition, they will be able to select one, several, or all of their assigned roles.  To choose several roles, the control key will be held down while making selections.  The default for the Workflow system will be “Standard.”

Second, the user will be able to select the number of forms to view per page.

The following columns will be shown:

· Form No.
· Form Abbrev.
· Status

· Date Submitted
· Description

· Category

· Submitted By

The Worklist is the default query to be used for all users in Workflow.  The ability to have customized queries* will be available in the Search Forms section (see 1.10).

Default sort is by Form Abbrev. and Date Submitted (most recent first).  User will be able to sort on each column.*
The total number of Worklist forms (excluding proxy role) will be shown along with the current number being viewed.  If a Proxy role is selected the number awaiting approval will reflect proxy role forms only.*
To take action on a form, the user will click on the appropriate Form No. and the form will be opened.  Once the user “Exits” a form, they will be returned to the Worklist page to take action on the next form.

To take action on several forms at once, the user will click once on the first form and hold down the Shift key for the last form.*  All forms in between will be highlighted.  By pressing the Enter key, the first form will be displayed.  Once the user “Exits” this form, the next form will be displayed until all forms have been displayed.  Once the user “Exits” the last form, they will be returned to the Worklist page to take action on the next form.  The Control key will be used to select multiple, not contiguous, forms.*
A way is needed for the person who is reviewing/approving documents to “flag” a document to hold it from being processed.*  This will be used when the person is waiting for additional information and does not want another approver or proxy to approve the form.

Forms will be removed from the Worklist display when the following criteria are met:

· Form approved and exited by user

· Copied form was viewed and exited by user

· Forwarded form was approved and exited by user

· Cancelled form was viewed and exited by user

· Rejected form was viewed and exited by user

1.8 Create New Form Page

This page will show a user all forms that they can create.  Each of the forms will be listed on this page along with a “+” sign to the left of the category.  By clicking on the “+”, the list will open and expand to show all forms.  Once the list is expanded, the “+” will change to a “-”.  If the “-” is clicked, the list will collapse.*  
By selecting the “+” by category ALL, all forms will be listed.

Within each form category, Form Name, Form Abbrev. and Form Description will appear.  Column headings will be Form Name, Abbrev. and Description.  Forms will be listed in alphabetical order by the Form Name.  User will select appropriate form by clicking on the Form Name.  
Each time a new form is opened for entry, the cursor will appear in the first data entry field.

Category will be determined by the Process Steward.  New types may be deemed necessary with the re-engineering of forms.
1.9 Pending Submitted Forms Page

This page will show a user all forms that they have submitted.  This page will be used for tracking submitted forms through the steps in the Workflow process.
User will be able to select the number of records to be viewed per page.*
The following columns will be shown:

· Form No.
· Form Abbrev.
· Status

· Date Submitted
· Description

· Category
· Submitted By
Default sort is by Form Abbrev. and Date Submitted (most recent first).  User will be able to sort on each column.*
Total number of Pending Submitted Forms will be shown along with the current number being viewed.

To view a form, the user will click on the appropriate Form No. and the form will be opened.  Once the user “Exits” a form, they will be returned to the Pending Submitted Forms page.

Forms will be removed from this display when the following criteria are met:*
· Form Processed

· Form Cancelled

· Form Rejected

1.10 Search Forms Page

This page will be used to enter user specific criteria for form retrieval.  This will provide functionality for users to save queries that can be used for the Worklist page.*
User will be able to select saved queries from the “My Searches” drop down menu.  The default will be “Worklist.”  User will be able to save up to 30 queries.

To create a new query, the user will enter new criteria for retrieval and click on the “Search” button.  Once retrieved, a “Save this Search” button will appear on the search results page.  User will be prompted to enter a name for the query.  Once saved, this query will be displayed in the “My Searches” drop down menu.  User created searches will be displayed under the “Worklist” search in alphabetical order.

User will be able to select the number of records to be viewed per page.

An option to “Export to Excel” will also be available on this page.*  Once selected, the information that was retrieved during the search selection will be downloaded.
1.11 Inquiry Page*
This section is on hold until the Browse and Inquiry Committee completes their work.

1.12 Home Page Elements

Several elements will be displayed on the Workflow Home page Content Area, located in the center of the screen, and are described in the following sections.
1.12.1 Updates/News

Workflow Updates/News items will be displayed through PAWS.
1.12.2 User Authentication
The Workflow system will show authentication of user by displaying the following in a yellow shaded box at the top of the Workflow Home page under “Welcome to Workflow”:

Hello, (insert user first name) (insert user id)


You have (insert number of awaiting forms from Worklist) waiting for your action.

You have (insert number of saved form drafts) form drafts.

In the statements above, waiting for your action is a link that, when clicked, displays the Worklist.  Additionally, form drafts is a link that, when clicked, displays a list of all drafts created by the user.
1.12.3 Worklist
The Worklist area on the Workflow Home page will show the first 10 forms awaiting approval/review by the user.  Total number of forms will be listed in parenthesis after “Forms Awaiting Action.”  User can also click on “Forms Awaiting Action” and be taken to the Worklist Page (see 1.7).

The following columns will be shown:

· Form No.
· Form Abbrev.
· Status

· Date Submitted
· Description

· Category
· Submitted By
Forms will be listed by Form Abbrev. and Date Submitted (most recent first).  User will be able to sort on each column.*
User will be able to click on the selected form’s number to open. 

Forms will be removed from this display when the following criteria are met:

· Form approved and exited by user

· Copied form was viewed and exited by user

· Forwarded form was approved and exited by user

· Cancelled form was viewed and exited by user

· Rejected form was viewed and exited by user

1.12.4 Create New Form

The Create New Form area on the Workflow Home page will give the user the option of selecting the forms they wish to see listed or allowing the system to default to the last 10 forms submitted by the user.*
A keyword search field will be listed in this section.  User can enter key words and the system will search for all available forms for the entered keyword.*  

The Process Steward for each form will be responsible for defining the keyword associated with each form.*
1.12.5 Pending Submitted Forms

The Pending Submitted Forms area on the Workflow Home page will show the 10 most recent forms submitted by the user logged on. The total number of forms submitted will be listed in parenthesis after “Pending Submitted Forms.”  User can click on “Pending Submitted Forms” to be taken to the Pending Submitted Forms page (see 1.9).
The following columns will be shown:

· Form No.
· Form Abbrev.
· Status

· Date Submitted

· Description

· Category
· Submitted By
Forms will be listed by Form Abbrev. and Date Submitted (most recent first).  User will be able to sort on each column.*
User will be able to click on the selected form to open. 

Forms will be removed from this display when the following criteria are met:*
· Form Processed

· Form Cancelled

· Form Rejected

1.12.6 Find a Form

This area on the Workflow Home page will give the user the ability to quickly find a form by Form Number.   The user will enter the form number and click Find, and the form will be displayed.
1.13 Format of Budget Information for Financial Forms*
Following will be the sequence for all budget information for financial forms.

Account           Account Name           Object Code           Amount          

Cost Center/Task/Project          Sub Object         Detail Description      
Department Free Space

The Detail Description and Department Free Space fields will auto-populate the “Resolve” information (see 1.14).
Acct/Budget Name will be derived from the code set based on Account entered.

Note:  The above items will have the auto-tab feature.  Once the data is inputted and the field completely filled, the tab will move to next field automatically.
1.14 Resolution of Financial Forms (“Resolve” Tab on Financial Forms)*
There will be a “Resolve” tab on all financial forms that will include the FANS (Financial Account Number System) information.

The FANS team is working on standard fields and functions.  This will be incorporated into this report when available.

1.15 Budget Amendment for Form Tab (Tab on Financial Forms)*
Each financial form will have a tab for Budget Amendment (if applicable).  The team working on the budget amendment will provide the standards and functionality for this tab.

Tab will be deactivated until appropriate level is reached in the workflow approval path.

1.16 Comments Tab

Every Workflow form will have a Comments Tab.  This tab will record comments made, along with the user’s name, user’s id, date, and time.

Items entered in this section may be published in e-mail notifications.

Several forms will require that comments be entered prior to performing button function.  For example, the Return to Submitter, Cancel and Reject buttons all require comments.  Process stewards will be responsible for providing information on individual form fields that may require comments and actions, such as resubmission.
The entry of comments should also be able to be made from the main Form Tab page, if so desired.  If making use of this option, the placement of a Comments box will be required to be on the bottom of the Form Tab page, above the yellow note box; the note box is located above the Form Action buttons. 

Once comments are entered they cannot be edited or deleted, per auditing requirements.

As the eDiscovery initiative develops, messages may be displayed at top of page regarding comments entered.*
1.17 Summary Tab

Each Workflow form will have a tab for the Summary of the form.  This tab will display all items of a form (form, budget amendment (if applicable), resolution (if applicable) history, and comments).

This tab will be used for a review of all information by a user or approver, and will also be the tab used to print the entire document.

1.18 History Tab (approval path and actions) for Forms
The history of a form will be displayed on all Workflow forms.  This page will show a combination of the approval roles and names associated with the form, as well as the history of those approvals.

The following columns will be displayed.

	Last Action/Flow
	Performed by
	Date/Time

	Will display the form status/next action(flow)
	Will display the person’s name and user id who completed last action
	Will display date and time

	Awaiting Approval by (Will display approvers role)

· (Will display name and user id of person the form is awaiting action by.  Everyone will be listed that is authorized to take the next action.  Delegates and Proxy roles will be labeled and listed at the bottom.)

· (Financial forms will be required to show ALL forward path roles and user ids.  This list must be refreshed each time a form is acted upon.*

	Example:
	
	

	Last Action/Flow
	Performed by
	Date/Time

	Submit
	Sue Smith, sxx1
	03/23/07, 01:32:01PM

	Awaiting Approval by (Role)

· Joan Jones (jxxx22)

· Proxy, Sue Johnson (ssj4)


1.19 Single Page Format

The first version of Workflow will use a single page format for forms.  Since forms may be larger than the viewable portion of the browser, a scroll bar will be located at the right side of all forms.
In addition, standard information will be displayed in the Browser Bar at the top of the screen at all times so that the user will know what form they are working on.  This standard information will always include the Form Abbrev., the Form No., and the Form Description. 
The format of the Browser Bar information will be as follows: <4 character Form Abbrev.> <one blank space> <the text Form No.> <one blank space> <the contents of the Form No. field> <one blank space> <the contents of the Field Description field>.
Single page format forms may include multiple screens. Advancing to the next screen will be accomplished by the Continue Form Action Button. All screens within the form will contain the Exit Form Action Button, which will be located to the right of the Continue.

The associated functions are listed on the table below.

	Form Action
	Function

	Continue
	Used on single page forms to move to the next screen.

	Exit
	Used on single page forms to exit from the entire form.


1.20 Multi-Page Form Functions*
While the first version of Workflow will utilize one page forms, future enhancements will allow for multi-page forms.  Each of the multi-page forms will have the following form actions associated and formatted as a button at the top and bottom of the form (see 1.21).

The associated functions are listed on the table below.

	Form Action
	Function

	Previous 
	Used on multi-page forms to move backward one page at a time.

	Next
	Used on multi-page forms to move forward one page at a time.


On multi-page forms, form actions will be shown at the top and bottom of each page.*
1.21 Form Action Functions

Each of the form actions will be formatted as a button at the top and bottom of each form.* The buttons should be listed in the order that they appear below and group with space in between where the bolded lines appear.*  Only applicable buttons will appear on the form.
The associated functions are listed on the table below.

	Form Action
	Function

	Save Draft
	When button is clicked, Workflow will generate a form number and display at top of form (see 1.5 Message Display).
Form will be saved to user’s Draft area.  
User will be kept in the form until the Exit button is selected.

Once form is submitted, the Save Draft button will no longer be available to users.

	Clear All
	When button is clicked, a confirmation message will appear.  

This function would require a confirmation before clearing all fields – “Are you sure you want to Clear All Fields that you have entered?” – with buttons for “Yes” and “No.”

If user selects “Yes” – all completed data fields in a form will be cleared.  
If user selects “No” – user will be returned to the form.

This function can only be used on forms until they are saved as a draft. 

	Submit
	When button is clicked, form will submit into the Workflow approval cycle.  
System will generate successful submission message at top of form (see 1.5 Message Display).
User will be kept in the form until the Exit button is selected.

Once form is submitted, the Submit button will no longer be available to users.

	Resubmit
	This button may only be used in a previously submitted form that was returned to the submitter and is being submitted again.
When the button is clicked, form will resubmit into the Workflow approval cycle.

System will generate successful resubmission message at top of form (see 1.5 Message Display).
User will be kept in the form until the Exit button is selected.

Once form is resubmitted, the Resubmit button will no longer be available to users.

	Save 
	This button may only be used in a submitted form by a person in the role for which the form is awaiting action, or on a form in Draft mode by the user referencing the form.
After revisions have been made to a submitted form and the Save button is clicked, the system will prompt user to enter a comment, if they have not already done so.*  If comments had previously been entered prior to clicking the Save button, edits will be completed and the form revised.  When comments have been entered, the user will click again on the Save button.

When button is clicked, edits will be completed and form saved. 
System will generate a successful Save message at top of form (see 1.5 Message Display).
If major revisions (defined by each process steward) are made on the submitted form, the form will automatically resubmit to the beginning of the approval cycle.  If no major change is made, form will continue along the approval cycle.

User will be kept in the form until the Exit button is selected.

This button is available to users until the point that the form is cancelled, rejected or processed.

	Return to  Submitter
	This button may only be used by a person in the role for which the form is awaiting action.

When button is clicked, a confirmation message will appear.

This function would require a confirmation before returning the form the submitter – “Are you sure you want to Return the Form to the Submitter?” – with buttons for “Yes” and “No”.

If user selects “Yes” – the system will prompt user to enter a comment, if they have not already done so. If comments had previously been entered prior to clicking the Return to Submitter button, edits will be completed and the form returned to the submitter.
When comments have been entered, the user will click again on the Return to Submitter button.

When button is clicked, edits will be completed and form returned to submitter.

The system will generate successful Return to Submitter message at top of form (see 1.5 Message Display).

If the user selects “No” – user will be returned to the form.

User will be kept in the form in the form until the Exit button is selected.

If a form is returned to the submitter, all those who have previously acted on the form and the form’s submitter will be notified by email of such, and then the submitter will receive the form in their Worklist.

	Disagree
	This button may only be used by a person in the role for which the form is awaiting action.

When button is clicked, a confirmation message will appear.

This function would require a confirmation before processing the disagreement – “Are you sure you want to Disagree with the Form?” – with buttons for “Yes” and “No”.

If user selects “Yes” – the system will prompt user to enter a comment, if they have not already done so. If comments had previously been entered prior to clicking the Disagree button, edits will be completed and the form removed from the approval path. 
When comments have been entered, the user will click again on the Disagree button.

When the button is clicked, edits will be completed and the form removed from the path.

System will generate successful disagreement message at top of form (see 1.5 Message Display).

If user selects “No” – user will be returned to the form.

User will be kept in the form until the Exit button is selected.

If a form is disagreed with, all those who have previously acted on the form and the form’s submitter will be notified by email of such, as noted in the form requirements.

	Cancel
	This button may only be used by the person who submitted the form.  The submitter can cancel a form at any time.
When button is clicked, a confirmation message will appear.  

This function would require a confirmation before canceling the form – “Are you sure you want to Cancel the Form?” – with buttons for “Yes” and “No.”

If user selects “Yes” – the system will prompt user to enter a comment, if they have not already done so.  If comments had previously been entered prior to clicking the Cancel button, edits will be completed and the form cancelled from the approval path.
When comments have been entered, the user will click again on the Cancel button.

When button is clicked, edits will be completed and form cancelled.
System will generate successful cancellation message at top of form (see 1.5 Message Display).
If user selects “No” – user will be returned to the form.
User will be kept in the form until the Exit button is selected.
If a form is cancelled, all those who have previously acted on a form will be notified by e-mail of such and then receive a copy of the cancelled form in their Worklist,* as noted in the form requirements.

	Reject
	This button may be used by anyone in the role for which the form is awaiting action.

When button is clicked, confirmation message will appear.  

This function would require a confirmation before rejecting the form – “Are you sure you want to Reject the Form?” – with buttons for “Yes” and “No.”

If user selects “Yes” – the system will prompt user to enter a comment, if they have not already done so.  If comments had previously been entered prior to clicking the Reject button, edits will be completed and the form rejected from the approval path.

When comments have been entered, the user will click again on the Reject button.

When button is clicked, edits will be completed and form rejected.
System will generate successful rejection message at top of form (see 1.5 Message Display).
If user selects “No” – user will be returned to the form.

User will be kept in the form until the Exit button is selected.
If a form is rejected, all those who have previously acted on the form and the submitter will be notified by e-mail of such and then receive a copy of the rejected form in their Worklist,* unless otherwise defined by the form requirements.

	Forward*
	This button may only be used by a person in the role for which the form is awaiting action.
When button is clicked, window will appear and prompt user to enter user id of person they want to forward the form to.  

“Forward form to (enter user id)” with buttons for “Yes” and “No.”
If user selects “Yes,” a confirmation message will appear – “Is this the person you want to forward the form to (and list person’s name and user id).”  Two buttons will be available – “Yes” and “No.”  Person receiving the document must have a valid user id and access to the Workflow system. Field for user id’s will be 8 characters and the system will edit for valid users.  If applicable, a pull down list could be used and populated with user id’s and names.
If user selects “Yes”, the form will be forwarded – this action will take the form off the established approval path.
System will generate successful forwarding message at top of form (see 1.5 Message Display).
If user selects “No”, they are returned to the form.

User will be kept in the form until the Exit button is selected.
Once approved by the person it was forwarded to, the form will return to the user who forwarded.  The user can then take an action to move it on the approval path.

	Copy*
	When button is clicked, window will appear and prompt user to enter user id of person they want to send a copy of the form to.  This button may be used by a submitter, a person in an approval role along the path of the form, a person who is able to access the form (appropriate security), or a person who has received a copy of the form.
“Copy form to (enter user id)” with buttons for “Yes” and “No.”  Field for user id’s will be 8 characters and the system will edit for valid users.  If applicable, a pull down list could be used and populated with valid user id’s and names.
If user selects “Yes,” a confirmation message will appear – Is this the person you want to receive a copy of the form to (and list person’s name and user id).  Person receiving the document must have a valid user id and access to the Workflow system.  Two buttons will be available – “Yes” and “No.”  

If user selects “Yes”, this action will send a copy of the form in to the user’s Worklist.

If user selects “No”, they are returned to the form.

System will generate successful copying message at top of form (see 1.5 Message Display).

User will be kept in the form until the Exit button is selected.

	Approve
	This button may only be used by a person in the role for which the form is awaiting action.

When button is clicked, form will be approved by the user and move to the next approver.
System will generate successful approval message at top of form (see 1.5 Message Display).
If user is last approver on the approval path, the form will process, or possibly go to an ‘Awaiting Update’ state (financial forms).
System will generate successful form processed message at top of form (see 1.5 Message Display).
User will be kept in the form until the Exit button is selected.

	Agree
	This button may only be used by a person in the role for which the form is awaiting action.

When button is clicked, form will be agreed upon by the user and move to the next approver.
System will generate, successful agreement message at top of form (see 1.5 Message Display).

If user is last approver/action taker on the approval path, the form will process or possibly go to an ‘Awaiting Update’ state (financial forms).

System will generate successful form processed message at top of form (see 1.5 Message Display).

User will be kept in the form until the Exit button is selected.

	Reviewed
	This button may only be used by a person in the role for which the form is awaiting action.

When button is clicked, form will be reviewed by the user and move to the next approver.

System will generate, successful reviewed message at top of form (see 1.5 Message Display).

If user is last approver/action taker on the approval path, the form will process or possibly go to an ‘Awaiting Update’ state (financial forms).

System will generate successful form processed message at top of form (see 1.5 Message Display).

User will be kept in the form until the Exit button is selected.

	Submit Recommendation
	This button may only be used by a person in the role for which the form is awaiting action.

When button is clicked, form will be recommended by the user and move to the next approver.

System will generate, successful recommendation message at top of form (see 1.5 Message Display).

If user is last approver/action taker on the approval path, the form will process or possibly go to an ‘Awaiting Update’ state (financial forms).

System will generate successful form processed message at top of form (see 1.5 Message Display).

User will be kept in the form until the Exit button is selected.

	Exit
	Takes user out of form and back to previous page.


The following buttons will be further to the right at the bottom of all forms:

	Print Page*
	When button is clicked, the system will print the current tab the user has displayed.

Once printed, user will be returned to the form.

	Print Summary*
	When button is clicked, the system will display all information on the Summary tab (includes all elements of the form – budget amendment, resolve, history, comments, etc.) and print.
Once printed, user will be returned to the form


1.22 Available Form Actions for Buttons

Each Form Action button will perform a required function.  Once this function has been completed, certain buttons will no longer be available on the form for use.

Following is a list of the Form Status’ and available buttons:

	Form Action Status
	Buttons Available

	Draft
	Clear, Submit, Save, Cancel, Reject, Approve, Exit, Print Page, Print Summary

	In Process
	Save, Cancel, Reject, Approve, Exit, Print Page, Print Summary

	Cancel
	Exit, Print Page, Print Summary

	Reject
	Exit, Print Page, Print Summary

	Forward*
	Save, Cancel, Reject, Approve, Exit, Print Page, Print Summary

	Copy*
	Exit, Print Page, Print Summary

	Awaiting Update*
	Cancel, Exit, Print Page, Print Summary

	Processed
	Exit, Print Page, Print Summary


The “Cancel” function will only be available to the submitter of the form.

1.23 E-mail Notifications (system generated)

E-mails are generated from the Workflow system for user and error notification, and are described in the following sections.

1.23.1 System User E-mail Notifications – Definition
System generated user e-mails will be sent upon form action status of cancelled, rejected and processed.  
Additionally, system generated user e-mails will be sent to advise the next approver that an item has been added to their Worklist.  
Users will be able to choose to receive e-mails or not.*
Standard user e-mails will adhere to the format shown here:

Standard user e-mail subject line –

WORKFLOW: (Insert Form Abbrev.) Form No. (Insert Form Number) (Insert brief action text)

Standard user e-mail message – 

Line 1 – Note: This is an automated email from workflow@psu.edu; please do not reply to this message.
Line 2 – (Insert blank line)
Line 3 – Workflow (Insert Form Name) Form No. (Insert Form Number) has been (Insert action).
Line 4 – (Insert blank line)
Line 5 – Additional message detail in free format, following specifics as noted below, when applicable.
Additional message detail for accessing a Workflow form on a Worklist (in the approval path):
Instructions on accessing Workflow:

1. Go to Workflow at (Insert Production Workflow URL here as a link).
2. Click on Form No. (Insert Form Number) under the “Worklist” heading.

Additional message detail for accessing a Workflow form as a viewer (not in the approval path):

Instructions on accessing Workflow:

1. Go to Workflow at (Insert Production Workflow URL here as a link).

2. Scroll to the bottom of the Workflow Home page and locate the Find a Form box.

3. Enter the Form No. from the email and Click Find.

When creating user e-mails with the above standards:
· The ‘Note’ will appear in every email,
· The URL of the site should be included as an access point, and
· Items in parentheses “( )” are required.

1.23.2 System User E-mail Notifications – Scenarios
The following scenarios show standardized system generated user e-mails.
A. Form Added to Worklist.

Subject:

WORKFLOW: (Insert Form Abbrev.) Form No. (Insert Form Number) Added to Worklist
Message:

Note: This is an automated e-mail from workflow@psu.edu; please do not reply to this message.
Workflow (insert Form Name) Form No. (Insert Form Number) has been added to your Worklist and requires your attention.

Instructions on accessing Workflow:

1. Go to Workflow at (Insert Workflow URL here as a link).

2. Click on Form No. (Insert Form Number) under the “Worklist” heading.

B. Form Cancelled.

Subject:

WORKFLOW: (Insert Form Abbrev.) Form No. (Insert Form Number) Cancelled

Message:

Note: This is an automated e-mail from workflow@psu.edu; please do not reply to this message.

Workflow (Insert Form Name) Form No. (Insert Form Number) has been cancelled by the submitter.

C. Form Processed.

Subject:

WORKFLOW: (Insert Form Abbrev.) Form No. (Insert Form Number) Processed

Message:

Note: This is an automated e-mail from workflow@psu.edu; please do not reply to this message.

Workflow (Insert Form Name) Form No. (Insert Form Number) has been processed.

D. Form Rejected.

Subject:

WORKFLOW: (Insert Form Abbrev.) Form No. (Insert Form Number) Rejected

Message:

Note: This is an automated e-mail from workflow@psu.edu; please do not reply to this message.

Workflow (Insert Form Name) Form No. (Insert Form Number) has been  rejected.

E. Form Available for Review.
Subject:

WORKFLOW: (Insert Form Abbrev.) Form No. (Insert Form Number) Available for Review

Message:
Note: This is an automated e-mail from workflow@psu.edu; please do not reply to this message.
Workflow (insert Form Name) Form No. (Insert Form Number) is available for your review.

Instructions on accessing Workflow:

1. Go to Workflow at (Insert Workflow URL here as a link).

2. Scroll to the bottom of the Workflow Home page and locate the Find a Form box.

3. Enter the form number from this email and click Find.
1.23.3 System Error E-mail Notifications – Definition
System generated error e-mails will be sent, as needed, to supporting services for notification of system error conditions.  The need to have these e-mails sent will be based on the requirements of the Workflow form and GI services.  E-mails will be sent to the AIS Support Center (ais-support@psu.edu) and the Workflow system (workflow@psu.edu), along with the system/service being called; system error e-mail notifications may not be turned off.

Standard error e-mails will adhere to the format shown here:

Standard error e-mail subject line –

WORKFLOW: ERROR (Insert Form Abbrev.) Form No. (Insert Form Number) (Insert brief error text)

Standard error e-mail message – 

Line 1 – Note: This is an automated email from workflow@psu.edu; please do not reply to this message.
Line 2 – (Insert blank line)
Line 3 – Workflow (Insert Form Name) Form No. (Insert Form Number) has encountered an error in Workflow (insert process, service, call, etc.) when attempting to (insert explanation) with (insert system/service).
Line 4 – (Insert blank line)
Line 5 – Additional message detail in free format, following specifics as applicable.
When creating error e-mails with the above standards:
· The ‘Note’ will appear in every email, and
· Items in parentheses “( )” are required.

1.23.4 System Error E-mail Notifications – Scenarios
The following scenarios show standardized system generated error e-mails.
A. Failed GI Call to External Service.  (Specific sample)
Subject:

WORKFLOW: ERROR ROLE Form No. 123456 GI Call to WebRAT
Message:

Note: This is an automated e-mail from workflow@psu.edu; please do not reply to this message.

Workflow Role Authorization Form No. 123456 has encountered an error in the Workflow setXXXXStatus GI call to WebRAT.

Call parameter details: Form No. 123456; Status REJ.

The last error message was insert error.

B. Forms/Processes out of Sync.  (Specific sample)
Subject:

WORKFLOW: ERROR Forms out of Sync

Message:

Note: This is an automated e-mail from workflow@psu.edu; please do not reply to this message.

Workflow forms have encountered errors in Workflow when attempting to synchronize with iBPM.

Workflow forms out of synchronization: 19

Workflow processes in ERROR: 8

Error Details:  Insert details
1.24 Processed Copies of Forms*
Each financial form will have a field for entry of user ids of users who should receive a copy of the processed form in their Worklist.
Field will allow user to enter user ids of those who are to receive a copy when the form is processed.  There should not be a limit to the number of id’s that may be entered.  User id’s will be edited by the system for valid user ids.  
If applicable, a pull down list could be used and populated with valid user id’s and names.

The Workflow system should keep information on copied forms for an audit trail.
2 Labeling
2.1 General Standards and Guidelines for Forms
· All form names will have keywords assigned based on the forms function and purpose.*  These keywords will be used to search for available forms.
· Each form will have a form name, four character/digit acronym (form abbrev.), and form description.

· Name must be descriptive enough to stand alone and be recognizable by a new user.

· Data entry examples will be displayed near input fields (see Appendix A).
· Colons will not be included after the labels.
· Employee information should be populated from IBIS, when possible.

· Student information should be populated from ISIS, when possible.

· Following visual standards, an asterisk will be placed next to required data input fields.
· Following visual standards, colored background will be used to show where the user’s cursor is on the form.

· Some labeling and formatting standards will be established during the Process Design phase of a form.  Example, certain labels are specific to forms such as Appointment, Home Budget, Administrative Area, Salary Plan, Resolve Financial Details, etc.
2.2 Action Labels*
The following chart defines the standards: 
	LABEL
	LABEL & DATA DISPLAY FORMAT
	OTHER

	Workflow Home
	· Leading caps
	· An option when users login to Workflow.

	Worklist
	· Leading caps
	· An option when users login to Workflow.

	Create New Form
	· Leading caps
	· An option when users login to Workflow.

	Pending Submitted Forms
	· Leading caps
	· An option when users login to Workflow.

	Search Forms
	· Leading caps
	· An option when users login to Workflow.

	User Guides
	· Leading caps
	· An option when users login to Workflow.

	Previous 
	· Leading caps
	· User requirements are included on functionality list.

	Next
	· Leading caps
	· User requirements are included on functionality list.

	Continue
	· Leading caps
	· User requirements are included on functionality list.

	Submit
	· Leading caps
	· User requirements are included on functionality list.

	Resubmit
	· Leading caps
	· User requirements are included on functionality list.

	Return to Submitter
	· Leading caps
	· User requirements are included on functionality list.

	Save Draft
	· Leading caps
	· User requirements are included on functionality list.

	Save
	· Leading caps
	· User requirements are included on functionality list.

	Cancel
	· Leading caps
	· User requirements are included on functionality list.  Entry into comment field is required.

	Clear All
	· Leading caps
	· User requirements are included on functionality list.

	Forward
	· Leading caps
	· User requirements are included on functionality list.

	Copy
	· Leading caps
	· User requirements are included on functionality list.

	Approve
	· Leading caps
	· User requirements are included on functionality list.

	Agree
	· Leading caps
	· User requirements are included on functionality list.

	Reviewed
	· Leading caps
	· User requirements are included on functionality list.

	Submit Recommendation
	· Leading caps
	· User requirements are included on functionality list.

	Disagree
	· Leading caps
	· User requirements are included on functionality list.

	Reject
	· Leading caps
	· User requirements are included on functionality list.  Entry into comment field is required.

	Exit
	· Leading caps
	· User requirements are included on functionality list. 

	Resolve (current FANS)
	· Leading caps
	· User requirements are included on functionality list.

	Search
	· Leading caps
	· User requirements are included on functionality list.

	Save This Search
	· Leading caps
	· User requirements are included on functionality list.

	Export to Excel
	· Leading caps
	· User requirements are included on functionality list.

	My Searches
	· Leading caps
	· User requirements are included on functionality list.

	Print Page
	· Leading caps
	· User requirements are included on functionality list.

	Print Summary
	· Leading caps
	· User requirements are included on functionality list.

	Display Options
	· Leading caps
	· User requirements are included on functionality list.

	Export
	· Leading caps
	· User requirements are included on functionality list. 

	View
	· Leading caps
	· User requirements are included on functionality list.

	+
	· As formatted
	· User requirements are included on functionality list. 

	-
	· As formatted
	· User requirements are included on functionality list. 

	Column labels (main bullet item) and potential entries (indented bullet) within the columns:

· Form Status (replaces current label: Activity Description)

· Submit

· Reject

· Approve
· Cancel

· Draft

· Save
· Processed

· Copy
· Forward

· Awaiting Approval 

· Awaiting Update 

· Performed  by 

· (list person’s name) 

· (list persons user id)
· Entered by

· (list person’s name) 

· (list persons user id)
· Awaiting Action by

· (list person’s name)

· (list persons user id)

· (list role assigned)
· Date / Time
       Additional Dates

· Date Last Acted On

· Date Processed

· Date Created

· Date Submitted
· Next Action (new column on pending forms – forms not yet processed)

· Awaiting approval by

· Approved by 

· Drafted by (not submitted by)

· Cancelled by

· Revised by

· Submitted by

· Processed by

· Rejected by 
	· Leading caps

· Link names to PH or e-mail when they are listed. 

· Date – same as date standard mm/dd/yyyy

· Form Copied to will list person’s name

· Form Approved by will list persons or name of central desk, i.e. Payroll

· Completed by lists person’s name and user id.

· Status column will list user name and id.

	


2.3 Biographical Labels
The following chart defines the standards:
	LABEL
	DATA ENTRY FORMAT
	LABEL & DATA DISPLAY FORMAT
	OTHER

	PSU ID
	· Single input field, 9 characters
	· Label -- ALL CAPS

· Data -- X-XXXX-XXXX 
	

	Last Name

First Name

Middle Name
Suffix

Prefix
	· Separate input field for each label

· Input field size: 
Last Name: 30
First Name: 20
Middle Name: 20
Suffix: 6
Prefix: 6

· Include punctuation, i.e. hyphens, apostrophes, periods.

· Prefix – drop-down
	· Labels  & Data -- Leading Caps

· List examples near input fields (see Appendix A)


	· Recommend that validation be used for data entry.
· Label of Name may be used for combined fields.


	Home Address

Address 1

Address 2

Address 3

City

State

ZIP or Postal Code

Country

Home Phone


	· Separate input field for each label

· Input field sizes – need to identify

· State - 2-digit, select from drop down, all caps

· Country – -digit, select from drop down, USA default, all caps

· Phone – single input field, 14 characters
	· Labels & Data -- Leading Caps except for ZIP (all caps)

· Data -- 
State – ALL CAPS
Country – ALL CAPS
Phone – XXX-XXX-XXXX

· List examples near input fields (see Appendix A)
	· Address 3 may be form dependent.
· Country – need to have programmers look to see if information is being brought from ISIS with 3 digit country that it gets converted to 2 digits to be consistent in workflow.



	Mailing Address

Room Number

Building

Campus Code

Other


	· Separate input fields for each label

· Room Number – 8-digits

· Building – 20-digits

· Campus Code – 2-digit, drop down

· Other – 8-digit
	· Leading caps 

· List examples near input fields (see Appendix A)
	· Other to be used for additional info

	Physical Address

Room Number

Building

Campus Code

Other

Office Phone
	· Room Number – 8-digits

· Building – drop down, 7-digits

· Campus Code – drop down 

· Other – 8-digits 

· Office Phone – 10-digits


	· Leading caps, separate input fields

· Office Phone – XXX- XXX-XXXX

· List examples near input fields (see Appendix A)
	

	Penn State Access Account ID (formal usage)  Note: Penn State Access Account is defined as the Access Account ID/UserID and the Password 
	· Single input field – 8 characters
	· Leading caps

· List examples near input fields (see Appendix A)
	· Common reference is Access Account ID or User ID.

	User ID  
	· Single input field – 8 characters
	· Leading caps

· xxxxx  List examples near input fields (see Appendix A) 
	· This is one of the common references from above.

	Password
	· Single input field – 18 digits
	· Leading caps

· Display will be asterisk to hide entry
	

	Second Factor Authentication Token Number
	· Single input field – 6 digits
	
	· Remove ‘Number’ to refer to the token only.

· Formerly referred to SecurID.
· User standard Kerberos.


2.4 Financial Labels

The following chart defines the standards:

	LABEL
	DATA ENTRY FORMAT
	LABEL & DATA DISPLAY FORMAT
	OTHER

	Amount - $
	· Single input field – 12 digits


	· Leading caps 

· X,XXX,XXX,XXX.XX

· List examples near input fields (see Appendix A)
	· $ should appear as a label for the amount field.

	Account (Budget and Fund combination)
	· 15-digits
	· Leading caps

· Budget - (2) – (3) – (3) (2)  + Fund Number (5)
XX-XXX-XXX-XX space XXXXX

· List examples near input fields (see Appendix A)
	· Account is budget number + fund number

· 

	Object Code

Cost Center/Task/Project
Sub Object
	· Single input field for each label

· Object Code – 4-digits

· Cost Center/Task/Project – 10-digits

· Cost Center – 10-digits
· Sub Object – 30 characters
	· Leading caps, 

· Object Code – XXXX

· Cost Center – XXXXXXXXXX

· List examples near input fields (see Appendix A)

· 
	· Use drop-down selection functionality when possible.
· Should appear in same order on all forms.

	Account Name
	· 
	· Leading caps
	· Derived from IBIS code set from Account information entered.

	Detail Description
	· 30 alpha/numeric
	· Leading caps

· 
	· User requirements are included on functionality list.

	Department Free Space
	· 16 alpha/numeric
	· Leading caps

· 
	· User requirements are included on functionality list.

	Description
	· 33 alpha/numeric
	· Leading caps
	· This field will be identified by each process steward.


2.5 Form Page General Labels

The following chart defines the standards:

	LABEL
	DATA ENTRY FORMAT
	LABEL & DATA DISPLAY FORMAT
	OTHER

	Date

Other date labels include:

· Start Date

· End Date

· Effective Date
· Date Created

· Date Submitted
	· Single input field, 8-digits
	· Leading caps

· List examples near input fields (see Appendix A)

· Month, day & year separated by front slash
mm/dd/yyyy

· List examples near input fields (see Appendix A)

· picker (calendar icon)

· Textual display in tables: XX/XX/XXXX
	

	Page Naming Titles
	
	· Leading caps

· Full name vs. acronym of form

· Located at top of form
	

	Field naming and display standards
	
	· Avoid abbreviations and spell out fields, i.e. date, pay period (not ppd), etc.

· Leading caps
	

	PSU
	
	· All caps
	

	Misc.
	
	· Leading caps
	

	Forms
	
	· Leading caps
	

	Attachments
	
	· Leading caps
	

	Comments
	
	· Leading caps
	· This field should also include a message to user that the comments entered may be published in e-mails.

	Activity
	
	· Leading caps
	

	Refresh
	
	· Leading caps
	

	Go
	
	· Leading caps
	

	ALL
	
	· All caps
	

	User Information
	
	· Leading caps
	

	Resolve
	
	· Leading caps
	

	Summary
	
	· Leading caps
	

	Yes
	
	· Leading caps
	

	No
	
	· Leading caps
	

	Keyword Search for New Form
	
	· All caps
	· Each form will be assigned keywords by the Process Steward. 

	Cancel
	
	· Leading caps
	

	Display Options
	
	· Leading caps
	

	My Roles
	
	· Leading caps
	

	Form Name
	
	· Leading caps
	

	Form Abbrev. (abbreviation of Form Name)
	
	· Leading caps

· 4 character/digits
	· Abbrev. may be used for label when space is limited.

	Form Description
	
	· Leading caps
	

	Form No. 
	
	· Leading caps
	· This will always appear at the top of the form (once generated).  This will be a system generated sequential number that will be given to all forms once they have been saved as draft.

	Form Type
	
	· Leading caps
	· This field will be identified for each form by the Process Steward.  The current types are:  Drafts, Budget, Human Resources, Expense, Payroll, Travel and Other.

	Description
	
	· Leading caps
	· This field will be determined by the Process Steward.  It could be a combination of data fields that will be displayed as one.

	Date Submitted
	
	· Leading caps
	

	Submitted by <submitter> on <date>
	
	· Leading cap on first word

· Submitter: First and last name in caps with User ID in parentheses
· Date: Date submitted, mm/dd/yyyy
	· Not a standard, but when a part of the form requirements, location is standardized and will appear at the top of a submitted form, under the form number.

	Created by <creator> on <date>
	
	· Leading cap on first word

· Creator: First and last name in caps with User ID in parentheses

· Date: Date created, mm/dd/yyyy
	· Not a standard, but when a part of the form requirements, location is standardized and will appear at the top of a draft status form, under the form number.

	Contact Information which will included Department and Phone number
	
	· Actual Department Name-Leading cap on each word

· Phone (xxx-xxx-xxxx)
	· Not a standard, but when a part of the form requirements, location is standardized and will appear under the Form User Guide link, top right.

	Hold
	
	· Leading caps
	· Indicator that person the form is awaiting action by has put a “hold” on the form to get more information.

	Time
	
	· Leading caps

· Hour:minutes:seconds
	

	Category
	
	· Leading caps
	· This field will be identified by each process steward.  Initial categories will include: Financial, Academic, Research, Administrative and Human Resources.

	Activity
	
	· Leading caps
	

	Print Summary
	
	· Leading caps
	

	Printer Friendly Form
	
	· Leading caps
	

	Print Page
	
	· Leading caps
	

	Campus
	· Campus Code – drop down , 2-digits
	· Leading caps
	

	College
	· Drop-down, 7-digits
	· Leading caps
	

	Department
	· Department code – drop-down , 7-digits
	· Leading caps
	

	Fiscal Year
	· Input field, 8 digit
	· Leading caps

· Fiscal Year -- yyyy/yyyy

· Example included near input field, (i.e. 2005/2006)
	


3 Individual Form Standards

3.1 Standards for Individual Forms

· Cursor should appear in the first field of each form for ease of entry.

· Required fields will be indicated by a red asterisk.

· All forms will have global attributes

· Form name

· Form abbrev.
· Form number

· Date created
· User who submitted the form
· Category

· Form type

· Form description

· Status

· Copy to field – the ability to enter user id’s for a processed form copy to be returned to the users.  User id’s would be edited by the system.

· Comments – unlimited text utilizing user and date/time stamp.

· Contact Information - not a standard, but when included in the form requirements, location is standardized and will appear under the Form User Guide link, top right. Labeling standards are to be followed.
4 Error / Warning Messages
Errors messages are used when fields which have incorrect data elements entered cannot be validated.  Warning messages are informational to the user to alert them of the potential outcome of their actions.

4.1 Error / Warning Standards
· After an edit takes place and the system has determined there are errors, the following message will be displayed – “There are errors on this form.  Please review and correct:”

· Error message translation system will be used (developed by application framework and PAWS development teams).*
· Error/warning code message will be entered by the forms’ technical developer.

· The presentation language of the error/warning code will be entered by a Technical Writer.

· This message will appear at the top, center of the form, will be in a yellow message box, and will be bolded.

· The system will highlight the errors on the page for the user to correct by displaying them in a list under the error message heading.
· Warnings are not edit specific.  They will not prevent movement of a document through a flow.
5 Visual Design

All visual elements and page components will be provided by style sheets.  Style sheets will include colors, fonts, formatting, and positioning of page layout elements along with individual graphics.
Standards are being created.*

6 User Guides
The User Guides will link the user to a table of contents containing the Workflow System User Guide and all individual Workflow form guides.
The Workflow System User Guide will introduce the user to the Workflow system and give an overview of its features and capabilities.  The template of this guide will differ from the individual form guide due to the scope of the system.
All Workflow form User Guides will follow the standards of the template in Appendix B, with the content of each guide to be determined by the Process Steward of the form. The Workflow Specialist will facilitate discussion with the form’s Process Steward and AIS’s content management administrator to initiate the creation of the user guide. The Process Stewart will designate a contact for the creation and completion of the guide; this person will be required to be familiar with AIS’s content management software.  The Workflow Specialist will act as liaison between this contact and AIS to set up any overview/training as needed.   The AIS Technical Writer will be introduced to the Process Steward’s contact upon submission of the user guide for publishing. From this point forward, the AIS Technical Writer will be the first point of contact for updates and corrections,
As all Workflow forms will use the functionality of the Workflow system, each form’s User Guide will include the following statement at the beginning of the guide. “Note: This form uses the functionality of the Workflow System. Users who are not familiar with this functionality should review the Workflow System User Guide before beginning any actions within this form.”
In general, a form’s User Guide will include a definition of the process, what it is, background, usage, etc.  There will be step-by-step instructions on how to complete the form.  Individual form elements and descriptions will be used:  how to complete the form, what data is entered in fields, etc.

The form’s User Guide should be reviewed by the user community and dictated by the Process Steward and changes made as necessary.

A tutorial will be developed if needed or appropriate.

6.1 User Guide Standards
· Each form will have a User Guide developed from the standard template as defined in Appendix B.  
· A Workflow form will not move into production without a User Guide.  
· The User Guide will be built as part of the Workflow System.  

· User Guide interface will utilize Workflow System visual standards.

· Every User Guide will have an owner which will be identified during the Process Design phase.

· Every User Guide will include a timely reminder (generated by the AIS Web and Communication Team) for a review cycle to ensure that content remains correct and relevant.  This reminder will be sent to the User Guide owner.

· Main page of Workflow will have a link to all User Guides.  From the repository, User Guides will be displayed in the same groupings that are used in the Create New Form page.  These will be listed alphabetically.
· Each form will have a button at the top right of the form that will link to that specific form’s User Guide.

· User Guide will open in a separate browser window.
7 Help

The application framework and PAWS technical teams recommend that Help functionality be tabled at the current time.  They do recommend that this remain on the work plan as a future enhancement.
7.1 Help Requirement

The Help function occurs when something goes wrong and is context specific.  Users will be able to refer to the User Guide for the specific form, go to a Troubleshooting or FAQ page, or directed to a Contact Us page, etc.
7.2 Future Workflow Standards

While this document addresses standards and guidelines that are known as of the date of this report, we acknowledge that questions will arise as the system is developed.

In the short term, a small number of committee members will be addressing issues related to the Workflow standards as they arise. For the long-term of the project, an ad hoc Workflow standards committee will be established to address issues in a timely manner.  When the standards change, a revised document will be issued.
Appendix A – Data Entry Examples Displayed
Data entry examples are displayed beneath each field. 
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Appendix B – User Guide Template
Initial format (10/19/07); revised March 2008
	Form Name (4 letter abbreviation) Form User Guide


This guide will introduce you to the (insert form name) Form within the Workflow System and give you an overview of its features and capabilities.
· Purpose / Description

· Guidelines

· Navigating the Form

	Note: This form uses the functionality of the Workflow System. Users who are not familiar with this functionality should review the Workflow System User Guide before beginning any actions within this form.


Purpose / Description
    The following information will be helpful in understanding the process definition and flow of this form.
· Purpose
· Process Description
· Access
· Policy and Process Steward
Guidelines (potential subtopics below)

    The following conceptual information will be helpful in understanding this form.

· Approval of Requests

· E-mail Notifications

· Form Numbers

· System Information

Navigating the Form (potential subtopics below)

    The following instructional information will be helpful in completing this form.
· Creating a New Form
· Approving/Acting on a Form
· Using the Form Tabs
QUESTIONS: name or unit entered as e-mail hyperlink
LAST REVISED: enter date (month, day, year)
Form content should use the following format:
Headline (para label)

  Text (para format)
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	Updated wording in 1.21 Form Action Functions (Return to Submitter, Disagree, Cancel, Reject: changed “all previous approvers” to “all those who have previously acted on the form”  in order to include other ‘actors’ such as reviewers.
	7/7/10
	3.2.2

	Barb Davies
	Added ‘original’ wording to the Introduction.
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