
New Workflow Quick Start Guide 

Section 1 - Before we begin - Important Terms 

Workflow - The definition of the 
process. Workflows can be found 
under the top left Hamburger Menu. 
The Workflow can be viewed in the 
Workflow to verify the process. 

Step - An action that will occur in a Stage (examples; "Set Profile", "Comment", etc.). A Stage can 
be made up of several steps. 

 

 

  



Steps can either be: 

• Manual - Require the user to interact with the Step before moving to the next Step 

• Automatic - Automatically done by the system. 

Stage - A piece of the Workflow that is assigned to a 
specific user (Assignee). A Workflow can be made up of 
several Stages. Stages can include: 

• Time Limit - A specified amount of time that is 
defined for an Assignee. If the Time Frame 
expires, the Workflow can be routed to a different 
Stage 

• Approvers - A defined number of users can be 
setup to approve the Stage before 
completing. Approvers can either Approve or 
Reject the Stage and the Workflow can be routed 
appropriately based on the decision. Also, a 
Minimum number of Approvers can be defined so 
that a certain subset of your approvers list can 
approve the Stage



Asset - An Asset is an eFileCabinet item (either file or container) that the Workflow will utilize.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
• Manual - Files or Containers that will be defined while the Workflow is running  

Assets can either be: 
• Fixed - Files or Containers (Paths) that 

are known to the Workflow before 
running

 



Instance - When you want to start a process that is defined by a Workflow, you start an "Instance" of 

that Workflow. 

 

Creating a New Workflow 

To create a new Workflow, 
you need to have the 
following: 

1. A Workflow Key 
assigned to you 

2. Manage Workflow 
option selected in your 
System Permissions 
(Note this is only 

needed for creating 
and editing 
Workflows). 

 

 

Note: Before you begin 
creation of a Workflow, it is important to consider the following: 

1. Make sure that the user that will be assigned workflow stages have the Workflow License 
assigned. 

2. Make sure that any profiles that you will use are defined 
3. That the Fixed Assets you will use in the Workflow creation (Containers and/or Files) are in 

the system. 
4. Map out the Workflow to have an idea on how many number of stages will be needed. 



Now you are ready to build a Workflow. 
1. Go to the Workflow page from the Hamburger Menu and choose the Workflows option on the 

left. 

 

2. Choose "Create Workflow" on the top right corner or from the Pull down choose New-> 
Workflow. 

Create Workflow 
Note: To be able to Automatically 
Start a Workflow, the First Step of 

Stage 1 MUST reference a Manual Asset. 

3. You will enter the Workflow Definition Screen and can begin defining your Workflow. 

 


