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2\ What is Workflow"

A Business Process Automation (BPA) tool that allows organizations to design,
automate, and manage repetitive business tasks by moving documents and

data through a series of steps. Here are a few of the literally unlimited uses of
Workflow:

 Standardize repository design by building folder structure and document
naming convention

« Fill/update metadata based on 3™ party lookups (e.g. SQL, API, CSV, ..)
« Automate application of retention and/or security at the document level
» Refile/remodel repository as departmental needs change

* Interact with Forms, DCC, QuickFields, and other applications in Laserfiche
suite to provide them added functionality

 Export documents and data to 3™ party applications
* Create custom integrations via CS or VB scripts
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Key Components

Although we call it Workflow, it is comprised of several
applications & services working together to make it all possible

« Workflow Designer — User interface to create, configure, and test
automated business processes called “workflows”

» Workflow Administration Console — Centralized interface for
controlling and monitoring workflows and their connections

» Workflow Configuration — Base configuration of Workflow
services and repository monitoring

« Workflow Subscriber — Service responsible for receiving, vetting,
and queueing workflow requests

» Workflow Service — Service responsible for executing workflows
triggered by Subscriber, Forms, schedule or Laserfiche Client
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What's New in 12

File Edit View Workflow Tools Help

New in Workflow 12 a5 ¢ > EFEE
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Workflow Name
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Process Variables
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G oome New in Fall 2025 Release
o Al Activities to connect and call Al services
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Key Tabs

» Rule Manager — List of workflows configured on

the server pre-grouped
into folders

TIP: Create folders to group Workflows
used by processes (e.g. Employee Filing)

« Search Results — Results of a search run via the
Search or Common Searches pane

» Workflow — Area to design workflow

Rule Manager | rch Results

Workflow 1%

Workflows ”“',tj'l'
Eﬂ localhost

+ Slcif Al Workdflows '

- [§1 All Recently Published

- [ With Enabled Rules

- 1 With No Enabled Rule
m r-.-'|-],- Wordlows

- 1 My Recent Workflows

H- [} Business Processes

EMP-0BP-Dashboard-Send Reminder-1A53A8 1E-4753-4877-AB50-E5886799821D

EMP-OBP-DashboardReminder Sent-17774484-FF09-43C

Rule MEIFIElgEr-._.____.-'.-"EE.il rch Results | Workflow 1

Instance Mame

EMP-OBP-Dashboard-5end Reminder-1B532CC 1-07ED-4B899-95AC-6D 1IFB58 14438
EMP-0OBP-Dashboard-Reminder Sent-18532CC 1-07ED-4B99-98AC-60 1IFB55 14433
EMP-0BP-Dashboard-5end Reminder-8A587900D-6E42-4A87-B3BF-575C2824DBD4
EMP-DBP-Dashboard-Reminder Sent-8A83790D-6E42-4A87-B3BF-575C28240BD4

EMP-0BP Mo Change-56542698-3337-436B-8821-73F 758562351

20817337

Rule Manager arch F!.Esults___,........_.-' Workflow 1* |

Retrieve Field
= Values

Assign Token
~ Values

[, Assign Field
“Values

Move Entry
Instance Status

Workflow 5...

Completed (Mone)

Completed (None)
Completed (Mone)
Completed (Mone)
Completed (None)
Completed (Mone)
Completed (Mone)

Completed (Mone)
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O Key Panes

Search Toolbox
» Search — Create custom New Search |
searches of workflow history e - Frequently Used
» Common Search — Run pre-built [] Errors, Warrings, or Messages o Condtonalpeceer
7y Assign Token Values
or saved searches of workflow [] Time of Last Action 5 oy Dot
h iStOry Start :I["fﬂrmatiﬂ" 'Z::Z' Conditional Sequence
|:| Workflow Mame L—. Assign Field Values
TIP: Create a saved search for “Active For Each Row
Workflows” so you can always quickly see _
what is currently running. Common Searches
~ Default Searches Assign Field Values 3 ©
° T 0O OI bOX —_ ACthltle S qVv ai | able to ) Recent Activity (within 15 minutes) Activity Name

&) Today's Activity

Assign Field Values

be u Sed i n WorkfIOW ta b E'-""-i Today's Completed Workflows

° PrOpertleS T Detalls abOUt 'j:i 'I:.:I.g.-!,-'f;lTerrnirmtEn:l Workflows
activity added to Workflow tab e

Activity Description

Assigns a template and field data to a
Lasediche entry.

.__j; Mew Search

':.-!‘ Active Workflows

Template

(@) Keepthe cument template

DOCU NOV a . () Unassign the cument template
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rkflows

e o
_____ Types of Wo

* Primary — Triggered workflow that performs primary logic while calling functional
workflows to handle lookups and updates

o E.g. Workflow triggered when a new employee document is created

* Functional — Workflow designed to be called by multiple primary workflows to
perform repeatable tasks
o E.g. Employee Data Lookups, Applying Retention/Security, Moving/Renaming, ...

» Temporary — One-time workflow built to handle a short-term requirement

TIP: Name these starting with “zzTEMP-"
so they are always at the bottom & you

o E.g. Refiling employee documents

when a Document Type is changed to a new value remember they are not critical.
» Scheduled — Workflows running on a schedule to perform recurring
tasks/updates

o E.g. Nightly workflow to update employee metadata on filed documents
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Workflow Triggers

Starting Rules

° i —_ I TIP: In your Conditional Start Rules, don’t
CondlthnaI Trlggered by an even forget to prevent Workflow from triggering
o Created — When a new document is created its own change rules

o Changed — When an existing document is changed (e.g. Metadata update)
o Moved — When an existing document is moved

» Scheduled — Triggered based on a schedule

« Business Process — Triggered within client by running business process
Other

* Manual — Testing via Workflow Designer

* Forms — Called from a Form process

« API, SDK, ... - Called via other integrations




Designer Walk-Through

Build a basic Workflow that will:

» Retrieve a document’'s metadata

» Create atoken

» Update the document’'s metadata
 Rename the document

* Move the document

Build a basic start rule that will:
 Trigger when a document is updated
Test workflow and search for results

LDOCUNJAV i O
T T S’!% \@\ Laserfiche G

Premier Partner




Tips and Tricks

SSSSSSSSSSSS



=\

£\ Workflow Planning

Prior to building a workflow, it is critical to plan entire process. While the
questions depend on the request, some key questions to ask are:

Project Questions Workflow Questions
+ Who are my key stakeholders? » What type of documents are we

» When is this needed by? Xvorl:;]ng With?grd ke
» What is the end-user's overall goals re there any o= party 100Kups:
to be accomplished by this process? » What security and retention should be

- applied?
* |s this tied to any other processes? . What is triggering this process?
* Will this involve UAT? - What effect will this have on the
« Will other resources be needed (e.qg. existing environment (e.g. SQL,
SQL dba, vendor, ...)? Workflow, Laserfiche, ...)?
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Design Tips

Run via Designer Until Live

Do not worry about start rules until you are ready to do UAT/go live.
During testing, run all testing via the “Play” button in designer

Monitor Start Rules

Once you feel comfortable, utilize Subscriber Tracer and Live Event Viewer
to see what start rules are/are not triggered by documents

Build in Test Environment

Whether in dev or prod, always build so that you do not affect production
and so end-users do not know you are even building in the system.

Start Small & Grow

Start your workflow with one activity (e.g. Rename) and get that working.
Keep adding a new activity, testing and getting each working before adding
another. Do not try to tackle the whole workflow from the start.
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Resources

DocuNav
DocuNav Training
DocuNav Webinars
DocuNav Support

Laserfiche
Laserfiche Help Files
Laserfiche Support Site
Laserfiche Answers Site
Laserfiche Aspire Videos/Training
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