Processing a Workflow Item: Opening the Item

ImageNow Workflow allows administrators to create a workflow plan comprised of start and work queues. These queues

are connected with either automatic or manual links that simulate the path a document follows as it moves through a
business.

Follow these steps to select a Workflow queue and then open an item within it.
Here are two quick methods for opening a Workflow queue.

1. From the ImageNow ControlBar, click the down arrow next to the Workflow button.
2. Select a Workflow queue to open.
ImageNow Explorer opens and the documents contained in the selected queue are listed in the Workflow grid.

3. Double click on an item to open it for viewing and processing.
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Alternatively, you can:

1.
2.
3.
4.

From the ImageNow Explorer Views pane, click the “+” next to Workflow to view the expanded list of workflows.
Click the “+” next to a workflow to view the expanded list of queues in that workflow.
Click on a Workflow queue to list the documents contained within that queue.

Double click on a item to open it for viewing and processing.
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Processing a Workflow Item: Routing

Follow these steps to route a workflow item:

1. Open anitem in ImageNow Viewer Workflow mode (see page 15).

Validate the document keys against the appropriate record from the Host application. Relink or make any
changes as necessary.

3. Additionally, make any necessary annotations.
4. Click Save if any changes were made to the document.
5. Click Route Forward.
6. A window appears with the queue choices, if any. Select the appropriate destination queue and then Route.
7. Repeat these steps until all items are linked and the queue is empty.
8. The ImageNow Explorer window remains opened.
v o [gK:\Ennerprise Projects\Imaging\Demos\Pages PSB.913. . l_l B+ B &~ [race - STk - @
UNIVERSITY OF MINNESOTA _—
Menu ]
Search:

Host Application

Biographical Details | Regional

[ hiy Favorites
[ Self Service .
[ Manager Self Service 1"3'«Sh|93-r MecDaniel 3374156

* Racrufing
[ Wiorkforce Administration

[ Benefits

[> Time and Labor Date of Birth:  06/19/1968 Birth Information Campus ID:
[> Payroll for Morth America

[ Payroll Interface Biographical History Find | *ie 2

[+ Workforce .
S Orgamzat Q Imageﬂow Viewer - Workflow . [Pag 1] :

[ Pension

4

[> Student F
[ Academit
[> Set Up Hi
[ LI Humiz

g

jy, Wiw nextitem

g Route forward

@ Recall workflow item

£ | Markitem as on hold

| Markitem as pending

&) view workfiow history

@ View recently routed items

ect :
m TV BioDemo Test ~

Y =
<. Document Keys 3

This form should be completed by the supervisor or responsible adm.—
employes along with the attachment Your Rights Under the Family A
of Health Care Provider UM 1802 Certification for Birth/Care of Newb
Placement as appropriate

Drawer

Student ID

[ SetUp 84577 srmns
[ LM Finan Document Tasks A
e Name
[+ Lkt Facilif -
0 I | Hilitie é E-mail this document McDaniel, Ashley Miranda
Save a copy of this document
Done = Print this document DZDDZB-US-B
e upervisor_or Responsible Admmlstrator BEEE
ImageMaw user T IS5 Doc Type
| Copy this document Correspon I
¢ Edit this document's properties AutoBatchID
By Launch assaciated application 200000002F _000061W 350B1G
Delete this page Document Type
Default w

Notlf‘ ca}mnfl‘ iming of Leave
i SRS PR R o Ay T el (e BT e L P dan 4-1.. TRAT A 1______ &
< (] 5
2

Thumbnails

More...

» Custom Properties

N > PRk

T OIT TV\3374155\Harrison, Walter Allan\2008-03-23\2¥earRule|\200000002F 00006V 35DBIG'Defa & T OIT TV 2Index Page 1of 2




Processing a Workflow Item: Relinking

Typically, linking a document occurs in the Batch View grid. Once a document has been linked in the Batch View grid, it
is sent to the Search grid, where it can then be sent to Workflow. However, if you want to change or add document
keys (DocKeys), it is possible to do this within Workflow. In Workflow Mode, the Relink icon is used to relink an item to
a different host application record.

Follow these steps to link a document in Workflow:

1. Launch the host application and retrieve the correct host record information that will be used to match the
image to be displayed in the ImageNow Viewer-Link window.

Open an item in ImageNow Viewer Workflow mode (see page 11).
In the Workflow window, click the Properties tab to display the Applet sidebar (if it’s not already visible).
Click the Select an application plan: down arrow and then select the appropriate application plan.

Verify that the data in the Host application matches the information in the image then click Relink.
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Route Forward or Save the document.

Note: The Relink icon will only be accessible if the queue and DocKeys have been enabled for relinking.
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