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Notices 

Every effort has been made to supply complete and accurate information, 
however the information in this document is subject to change without 
notice. UNIT4 Business Software Limited assumes no responsibility for any 
errors that may occur in the documentation.  

Microsoft ® Excel, Windows ® and Microsoft ® SQL Server ™ are either 
registered trademarks or trademarks of Microsoft Corporation in the United 
States and/or other countries. Crystal Reports is a trademark of Crystal 
Decisions, Inc. All other brand names, product names and company logos 
are trademarks or registered trademarks of their respective owners. 

This document contains information that is proprietary to and considered a 
trade secret of UNIT4 Business Software Limited. It is expressly agreed 
that it shall not be reproduced in whole or in part, disclosed, divulged, or 
otherwise made available to any third party either directly or indirectly. 
Reproduction of this documentation for any purposes is prohibited without 
the prior express written authorisation of UNIT4 Business Software Limited. 
All rights reserved. 

UNIT4 Business Software Ltd © 2011. 
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Welcome 
 

Welcome to the Agresso Business World (ABW) Workflow Basics training. 

This is a training course that introduces the concept of workflow in ABW, 
and illustrates how you can use workflow to map business processes and 
automate the flow of work activities and tasks. The course contains these 
training sessions as follows: 

• Session 1 – An Overview of Workflow. 

• Session 2 – Looking at an Example Workflow. 

• Session 3 – Creating a Basic Workflow. 

• Session 4 – Enhancing Workflow Setup. 

• Session 5 – Exploring Enhanced Workflow Setup. 

• Session 6 - Master File Workflow Approval. 

• Session 7 – Exploring Process Definition & Maintenance. 

The course is designed for super and advanced users, and you should be 
familiar with using and working in a Microsoft Windows environment. 

Before starting this course you must have attended the following ABW 
training courses: 

• Introduction to ABW. 

• Financials Basics. 

Optional courses: 

• IntellAgent. 
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Training basics 

Your trainer will explain: 

• Location of facilities including toilets, tea and coffee. 

• Fire procedures within the building and the marshalling points. 

• Mobile phones and PIM – make sure that they are switched off. 

• Breaks – there are regular breaks during the course including 
coffee breaks at convenient points throughout the day and a 
lunch break of approximately 1 hour. 

• Feedback – forms are distributed to provide feedback on the 
course. Please fill them in before you leave. 

 

Introducing the course 

Your trainer will explain the course format and materials: 

• The course is a combination of demonstrations, which you can 
follow on your PC, and exercises to confirm your understanding 
of the topics covered. 

• Teaching aids, such as PowerPoint presentations, are used where 
appropriate to help to help explain concepts, processes or 
procedures. 

• A number of documents support the course: 

• ABW Workflow Basics Course Delegate’s Workbook to 
guide you through the course (this document). 

• ABW Workflow Basics Exercise Workbook containing a set 
of exercises to do as you work through the Delegate’s 
Workbook. 

Additional information on the topics covered in the training is available in 
the On-line Help, and also this document: 

• Release Notes ABW Workflow. 
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Objectives of the course 

The objectives of the course are to help you: 

• Understand the concept of workflow and how you can use it in 
ABW. 

• Understand some of the practical applications of workflow. 

• Understand how workflow operates in ABW. 

• Understand what you need to set up in ABW before you can 
create a workflow. 

• Understand how you create and configure a basic workflow in 
ABW. 

• Understand how you can integrate ABW action management 
functionality with workflow to allow you to create workflows for 
automated management and distribution of tasks. 

• Understand how you set up and configure advanced workflows 
for your particular business requirements. 

• Understand the concept of master file approval. 

• Understand ABW facilities for creating, mapping, and maintaining 
workflows. 

At various stages in the course you are asked to complete exercises to help 
you understand the concepts and tasks that are described by your trainer. 

Each session has a set of key learning points that you can use to check 
that you have understood how to perform the tasks that are described in 
the session training. 
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Course version information 

ABW releases patches which may affect the functionality and performance 
of ABW during this course. Every effort has been made to include all 
relevant patches prior to the course. 

 

Further courses to attend 

After the training, you can attend additional training related to individual 
ABW modules to support your specific business processes. 
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Session 1 
An Overview of Workflow 
This session of the training provides you with an overview of workflow in 
ABW. It covers: 

• Looking at processes. 

• What is workflow? 

• Looking at a workflow process. 

• Understanding key workflow concepts. 

• Using workflow in ABW. 

By the end of this session you should have a firm understanding of the 
basic concepts and usage of workflow in ABW. 

 

Key learning points: 

Understanding processes in ABW. 

Understanding the purpose of workflow in ABW. 

Understanding a workflow process. 

Understanding key workflow concepts. 

Understanding issues of which you need to be aware before setting 
up and using a workflow in ABW. 
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Looking at processes 

What is a process? 

• “A series of actions or operations used in making or achieving 
something”  - Oxford Paperback Dictionary 

• “Whole series of continuous actions; method by which something 
is done” - Penguin English Dictionary 

In Simple terms a Process could be: 

Week Day Morning 

Getting up in the morning 

Having a shower 

Getting Dressed 

Having Breakfast 

Cleaning your teeth 

Leaving to go to work 

 

These are all individual actions, which can be viewed as the “Process” you 
undertake each morning before work! 

A few key points are listed below to bear in mind when looking at the 
workflow functionality within ABW: 

• Analysing a customer’s business processes and configuring ABW 
to meet the requirements has always been important but has not 
always been given the priority it deserves.  In order to take full 
advantage of the ABW workflow functionality it is vital a proposed 
process has been fully documented before workflow building 
commences. 

• ABW includes functionality which helps to automate many of an 
organisation’s processes, e.g. notification that an invoice is 
awaiting approval, notification that a particular event has not 
taken place. 

• Remember that ABW software (however clever it may be) is not 
the process – it merely helps to facilitate and automate the 
process; any workflow will only perform the functions that have 
been defined as part of the workflow build. 

• Workflow allows you the opportunity to look at how processes are 
undertaken within your organisation and possibly seek ways to 
revamp those processes to take advantage of different working 
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practices or functionality available within the ABW product. Just 
because your organisation has done a particular process in the 
same way for many years, do not get stuck in a rut! 

Learning to set up workflow without understanding processes is like 
learning to drive a car – an essential prerequisite to setting out on a car 
journey but useless without the maps, road signs or SatNav which actually 
guide you from A to B. 

This could be applied to the example earlier of “Week Day Morning”. We 
have a simple process made up of several steps, yet potentially each one of 
the steps could have a number of choices that could be taken. 

For example, the ‘Having Breakfast’ options might be toast, cereals or full 
English. When we document the process we need to consider the various 
options that exist as these need to be built into our overall workflow. 

By selecting one of these options we may head off down a slightly different 
route which may invoke additional processes. 

The bottom line is that you must consider choice! This is why it is 
imperative to have a clear understanding of what you are trying to achieve 
before you commence building a workflow: 
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What is workflow? 

ABW workflow is a module within Agresso Business World (ABW) that 
allows you to capture workflow processes and coordinate activities within 
ABW involving both automated and non-automated tasks, on both financial 
and non-financial data.  

ABW workflow: 

• Supports sophisticated distribution rules. 

• Allows appropriate personnel to define the workflow processes to 
be managed by the workflow module. 

• Coordinates the execution of the defined processes to get work 
done. 

• Ensures that work is both monitored and progressed. 

• Allows visualisation of the defined processes. 

ABW workflow permeates the entire ABW application. As a result, you may 
apply workflow in many, many situations to coordinate, standardise, and 
distribute tasks and responsibility. 

Many aspects of workflow are the same, regardless of the process in which 
workflow is defined and applied; rule groups, deadlines, single user checks 
etc.  

Furthermore, all workflow models are constructed using one or more of the 
same, relatively few “shapes”: user step, system step, OR-splits, AND-
splits, etc. Though the basic elements are few, it is still impossible to 
illustrate and demonstrate every possible workflow example, just as it is 
impossible to show all possible pictures that one may paint - even when 
limited to only a few colours. 
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Looking at a workflow process 

The following illustrates a workflow process in ABW: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In summary, the workflow process above comprises: 

• A workflow folder - identifies the entire procurement process 
from requisition through to final invoice approval and 
authorisation. 

• The process in the folder contains the workflow process steps 
that workflow must go through.  Three of the steps branch out 
into other workflow functional areas, such as distribution, 
performing tasks and defining user actions.  These three steps 
are: 

• Verification of goods received (step 1). 

• Invoice approval (step 2). 

• Final invoice authorisation (step 3). 

• An invoice approval step within the process distributes invoices to 
the relevant ABW users as a task for approval or rejection which 
is displayed in both the ABW Smart and Self Service products. 

Invoice Distribution 
 

Requisition Step 
 

Contracts Step 
 

Order Step 
 

Delivery Step 
 

Invoice Step 
 

 
Workflow Process – Procurement process 

Workflow Folder 
 

  Ian’s Workflow 
T k  

Workflow Action 
 

Workflow Action 
 

Goods received verification Step 

 
 

Invoice approval Step 

 
 

Final authorisation Step 
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Understanding key workflow concepts 

The following are the key concepts used within ABW workflow: 

Concept Definition 

Folder The broad-scaled treatment or generation of particular 
tasks, transactions, and/or responses. 

Examples of folders include procurement, customer care, 
and project management, Human Resources 

Or think of it as a drawer in a filing cabinet 

Process One of a number of separate parts, or processes, of a 
folder.  

In the previous illustration the procurement folder includes 
an invoice process in which invoices are generated, 
distributed and approved. The sum of these steps defines 
the process. 

Note, however, that not all of these steps may necessarily 
be included in the workflow. That is, you may use workflow 
to automate all, part, or none of the treatment of, in this 
case, invoices. Workflow folders are modelled (defined) at 
the process level. 

Or think of this as a file within the drawer 

Step An individual step within a process. 

A process is the sum of a number of steps. Invoice 
approval is a typical step in the invoice process illustrated 
above. 

Invoice approval is a typical step performed by a user (a 
person). The system may also perform steps, for example 
the generation of a report. 

Task In the example illustrated above, an invoice may require 
approval by a number of persons, each of which is 
assigned the task of approval. 

Action  
 

An activity within a task. 

Once assigned, a task may involve single or multiple 
actions. One such action is approval. In addition, or 
instead, the user may (be allowed to) reject, modify, 
amend the invoice. These are potential actions. 

Sub-
process 

A set of steps within another process. A sub-process must 
be a complete workflow in itself, with start and stop points. 
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Using workflow in ABW 

There are several issues of which you need to be aware before setting up 
and using a workflow in ABW, these include: 

• Conditions for workflow initiation. 

• Working with folder definitions. 

• Workflow tables. 

• The workflow engine. 

• Workflow, document archive, and action overview. 

 

Conditions for workflow initiation 

Workflow may be used in some contexts (for example customer care) but 
not in others (for example project management). ABW looks for two 
conditions to determine whether workflow is initiated: 

• Is an element type associated with the relevant item? 

• A relevant item may be a supplier invoice, customer invoice, 
purchase order etc. (Transactional data). 

• The element type lies at the heart of ABW workflow - the list of 
element types (which are pre-defined and delivered with ABW) 
determines where workflow can be used. 

• Element types are associated with particular database tables, for 
example, the element type of “REQUISITION” is pre-associated 
with the following database tables - acrtransdetail, aporeqdetail 
and aporeqheader. 

• These tables contain functions that are the parameters available 
for distribution, amendment and management within the 
workflow process. 

• Attributes can also be used as element types within workflow. 

• Is a valid (“live”) workflow process associated with the element 
type? 
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Working with folder definitions 

Bear the following in mind when defining folders in ABW: 

• Only the folder author, i.e. the authoring ABW user, may edit a 
process in the draft stage. 

• Process models can be copied and moved to other ABW 
clients/implementations, but the details must be re-entered. 

• Items already in a workflow continue in that version, even if the 
process is edited before the current process is complete. 

• Only one active Workflow process may be used per element type 
(although additional sub-processes may be used). 

 

About workflow tables 

Many database tables are used to contain, track, and manage workflow 
data. These typically bear the name awfxxx, for example awfelemtype. 

 

About the workflow engines 

ABW workflow is driven by a separate workflow service, which you can 
view and control using the ABW Management Console: 

 ABW workflow service 
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About workflow, document archive, and action overview 

Workflow supports, at many junctions, the attachment of documents. 

The ABW document archive facility may be integrated with workflow, but 
this is not a requirement - you may use ABW workflow without documents 
(and vice versa). Document archive is covered separately, but used in 
context with workflow. 

Action overview, an important part of ABW credit control, can also be used 
with, or separately from, ABW workflow. Action overview is also covered 
separately, but used, in context, with workflow. 
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Session 2 
Looking at an Example Workflow 
 

This session provides you with an example of a basic ABW workflow that 
demonstrates how you can use a workflow to automatically generate a 
statement of accounts for invoices over a particular amount. It covers: 

• A diagrammatic illustration of the workflow process that will 
facilitate the above. 

• Raising and posting invoice details. 

• Examining a workflow map to see how two different invoices are 
treated differently by the same workflow. 

• Looking at the statement of accounts which is generated by the 
workflow for an invoice. 

By the end of this session you should have a firm understanding of a basic 
workflow that illustrates how you can use workflow to automate tasks. 

 

Key learning points: 

Understanding how workflow operates in ABW. 

Understanding how to display workflow maps that show the 
routing of an item through the workflow. 
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Workflow Example 

A workflow process map is sitting behind the scenes waiting for 
transactions to be entered into ABW. When a transaction has been entered 
that conforms to the conditions that have been built into the workflow 
process, the workflow will initiate. 

In the example on the following pages, the workflow that is sitting behind 
the scenes looks like this: 

 

 

To initiate this workflow we will raise 2 customer invoices (for both a large 
and small amount) and see how Workflow deals with them.  
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1. Display the Posting Customer Invoices window to raise two customer 
invoices: 

 Select Financials | Accounts Receivable | Posting Customer 
Invoices. 

 

2. Enter a transaction date: 

 Enter a transaction date which is at least 4 days earlier than the 
current date. 

3. Select the customer: 

 Type 1000 for the Customer. 

4. Enter the debit and credit details for the first invoice, using an 
invoice number of your choice: 

• Debit account: 

 Select 9100 for the DR Account. 

 Select ZCCBS for the Costc. 

 Enter £10.00 for the Amount. 

• Credit account: 

 Select 1000 for the CR Account. 

 Enter 999 for the Project. 

 Enter £10.00- for the Amount. 

 Save. 
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5. Enter the debit and credit account details for the second invoice, 
using an invoice number of your choice: 

• Debit account: 

 Select 9100 for the DR Account. 

 Select ZCCBS for the Costc. 

 Enter £55,000.00 for the Amount. 

• Credit account: 

 Select 1000 for the CR Account. 

 Enter 999 for the Project. 

 Enter £55,000.00- for the Amount. 

6. Save and close the window. 

7. Display the Maintenance of Open Items window to review the posted 
items: 

 Select Financials | Accounts Receivable | Payment Follow up | 
Maintenance of Open Items: 

  



Session 2: Looking at an Example Workflow  UNIT4 Training Services 

 

Version 561.2  23 

Notes 

 

8. Display the workflow associated with the large invoice (£55,000), 
using Tools: 

 Highlight the invoice. 

 Select Tools | Workflow Map 

 

 

 

 

 

 

 

 

The following details are displayed in the workflow map for the large 
invoice: 

 Start node – start of the workflow. 

 Delay point - a point in the workflow process 
where the system waits for input, in this example 
a delay of 3 days after the invoice date. 

 
OR-split – a point in the workflow where a 
decision is made on which branch is to be taken in 
the process, in this example the small invoice 
requires no further processing proceeds through 
to the workflow stop node. However, the larger 
invoice passes onto the next step in the workflow 
(the system step that generates a statement of 
accounts. 

 System step – a point in the workflow process 
where ABW runs a server process (in this 
example, as Statement of Accounts). 

 Stop node – end of the workflow. 

 

 

Start Node 

Delay Node 

OR-split 

System Step 

Stop Node 
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9. Display the statement of accounts generated by the system for the 
£55000 invoice: 

 Select Common | Maintenance of Ordered Reports. 

 Select CU04 from list – double click to open/view: 

 

NOTE: The Statement of Accounts has been produced by the User System 
and this includes only the invoice raised. 

10. Display the workflow associated with the small invoice (£10.00), 
using Tools: 

 Highlight the invoice. 

 Select Tools | Workflow Map: 
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NOTE: The small invoice has gone through the workflow but passed 
directly out via the else route, which is why no workflow map is 
produced. 

11. Close all windows. 
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Session 3 
Creating a Basic Workflow 
 

This session illustrates how to create a basic workflow in ABW to automate 
notification of customers and contacts within a company.  It covers: 

• Setting up and amending element types. 

• Looking at the process definition. 

• Defining a workflow process. 

• Performing workflow enquiries. 

By the end of this session you should have a firm understanding of the 
method that you use in ABW to define a simple workflow process. 

 

Key learning points: 

Understanding element types to set up the way in which a 
workflow item is handled by the workflow process. 

Understanding how you model and define a workflow in ABW. 

Understanding the process for creating, mapping, and configuring a 
workflow in ABW. 

Understanding the ABW enquiry facilities that are useful for 
workflows.  
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Workflow prerequisites 

The two essential prerequisites for functional workflow in ABW are: 

• An element type associated with the entry point or node – in the 
example of a large customer invoice, the element type is Open 
Customer Invoices, and the entry node is the raising of a 
Customer Invoice. 

• An activated (or “committed”) workflow process. 

 

Setting up element types 

You use element types in workflow to define how you want ABW to treat an 
item in a workflow, i.e. to set up the way in which a workflow item is 
handled by the workflow process. 

Element types lie at the heart of ABW workflow and are: 

• Delivered with ABW (i.e. they are pre-defined). 

• Determine the context in which workflow can be used. 



Session 3: Creating a Basic Workflow  UNIT4 Training Services 

 

Version 561.2  29 

Notes 

 

Looking at element types and element type details 

You can amend element type details to determine how to treat a workflow 
item that uses an element type. 

You amend element type details using the Element types window. 

1. Display the Element types window: 

 Select Settings | System Administration | System Setup | Element 
types: 

 

2. Display the Element types that are defined in ABW: 

 Select the dropdown list in the Element type field: 

 

 

 

Element types, you can amend the details to 
determine how to treat a workflow item that uses 
an element type 
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3. Select an element type, and display the database tables associated 
with the element type: 

 Select Open customer invoices  

 

 

 

Note the following fields: 

• Treatment if no rule – allows you to determine how to treat a 
workflow item that uses the element type if the process map has 
no rule associated with it (in this example move the workflow 
items associated with the Open customer invoices element type 
to the Items to follow up folder).  The Items to follow up window 
will be discussed later in this course. 

• Table name – tables associated with the element type, you can 
define which columns in the table are available in the workflow 
modelling. 

  

Element type Status of element type 

Database tables associated with the element type 
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4. Display the Element Type details window to display details of the 
available tables and fields for the element type: 

 Put Cursor in tablefield in the Element types window. 

 Click Tools | Element type details. 

 

 

NOTE: 

• Each column in the window relates to a particular function within 
workflow (or Action Management/Document Archive). 

• Fields are selected for a particular function using this window. 

• Functions are applied to fields that are selected (ABW assumes 
that the workflow processes have been mapped out already). 

5. Close the window. 

NOTE: The Add Table tool allows users to connect additional tables to 
existing element types.  This process relies on the Data Model being 
customised and should only be done with guidance from a UNIT4 
Consultant. 

Tables and fields for the 
element type 
 

Functions within workflow (or Action 
Management/Document Archive) 
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Using an attribute as an element type 

You can also use an attribute as an element type so that you can use 
attributes: 

• In workflow processes. 

• For phone and task actions in Action Overview. 

The attributes that you use for element types can be either new attributes 
(i.e. attributes that you create specifically for workflow), or modified 
existing attributes. 

You use the Attributes window to create or modify the attribute that you 
want to use as an element type: 

1. Display the Attributes window: 

 Select Common | Accounting structure | Attributes. 

2. Create a new attribute: 

 

 

NOTE: The following fields which you must select when creating an 
attribute for use as an element type: 

• W (Workflow) – make the attribute available for workflow. 

• MF (Master File) – make the attribute available for editing in the 
Attribute Master File. 

3. Save the attribute and close the window. 

4. Display the Element types window: 

 Select Settings | System Administration | System Setup | Element 
types. 

W and MF fields for workflow 
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5. Select and configure the newly created attribute as an element type 
for workflow: 

 Select the new attribute for the Element type. 

 Select the required option for the Treatment if no rule. 

  

 

 

Note: 

• The relevant tables will be available in workflow for any  
flexi-fields that have been set up against an Element type. 

• The attribute must be common across all clients. 

6. Save the Element type to make it available for Workflow processes, 
and then close the window. 

Attribute selected as element type 

Workflow treatment required if no rule is 
associated with the selected element type 
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Looking at folder definition 

You model and define a workflow in ABW using the Process definition 
window, for example to model an approval process for supplier invoices, or 
a credit control process. As mentioned earlier, think of it as a drawer in a 
filing cabinet. 

1. Display the Process definition window: 

 Select Common | Workflow | Process definition : 

 

2. Display the example Timesheet approval workflow process: 

 Select the Process tree tab. 

 Expand the Timesheets folder in the tree. 

 Click on the workflow process called Timesheet approval. 

 

  

Menu Pane 

Modelling Pane 

Properties Pane 
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The key areas of the window are: 

• Menu Pane – which contain folders and processes, and 
consists of these 3 tabs: 
 
Process tree – a menu of folders and workflow processes: 

 
 
Palette – a palette of workflow shapes that you use for 
mapping processes: 
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Overview – an overview of the workflow diagram: 

 

• Modelling Pane – a graphic modelling area which you use for 
constructing a workflow process. 

• Properties Pane – which you use for specifying the properties of 
process shapes that you select in the Modelling Pane. 

3.  In summary, the mechanism by which you create a new workflow    
process is as follows: 

a. Create a new folder in the Process tree. 

b. Add a new process to this folder in the tree. 

c. Construct, graphically, the workflow process map in the 
modelling pane of the Process definition window. 

d. Define the properties of each of the shapes in the workflow 
map using the Properties pane. 

Note: You can define the properties of the shapes in the 
workflow at any stage, for example after each shape that you 
add or after mapping all items in the entire workflow. 

e. Check the workflow process for consistency using Check 
diagram in the Tools menu. 

The check diagram function will highlight any errors in the 
basic construction of your workflow, however, note that just 
because you do not get any errors these is no guarantee your 
workflow will work! 

f. Activate the process using Commit version under Process 
options in the Tools menu.  
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The following workflow process definition illustrates how you define a 
simple workflow process using an existing workflow that uses an element 
type associated with customer invoices (Open customer invoices) to 
automate notification of customers and their contacts within our company 
(we will modify this workflow in a later session to additionally include 
Action management and the Action overview window). 

Assume our ABW Training Company needs to create a workflow called Big 
Invoices for the following scenario: 

• If customer invoices exceed £50,000 generate a statement of 
accounts (CU04) three days after the invoice date. 

• When a statement of accounts needs to be generated use a CU04 
report variant that includes only the new items (this report 
variant could also have been used to send a particular statement 
text to indicate the sizeable invoice). 

• If customer invoices do not exceed £50,000 do not trigger any 
special treatment. 

Later, we will amend the workflow process to notify the account manager 
of the invoice/letter. 

Assume that a CU04 statement of accounts report variant has already been 
created (we will review this in a later session). 

 

Defining a workflow process 

You define a workflow process in ABW using the Process definition window. 

1. Display the Process definition window: 

 Select Common | Workflow | Process definition. 

2. Select the Big Invoices workflow to display the workflow map: 

 Select the Process tree tab in the Menu pane. 

 Select Workflow | Customer Follow Up | Big Invoices: 
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The workflow is displayed in the modelling pane: 

 

 
NOTE: 

• The workflow map includes all the steps in the workflow. 

• The properties of each workflow shape were defined after 
creating the workflow map. 

• To edit the details of this workflow a new version must be 
created. 
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3. Display and configure the properties of the start node ( ): 

 Select the start node on the workflow map. 

The properties of the start node are displayed in the Properties pane: 

 

The Element type of Open customer invoices was selected. 

NOTE: 

• Use the start node to select the appropriate element type that 
you want to use in this workflow. 

• It is wise to have only one active process per Element type (you 
will be alerted if the Element type you choose is used elsewhere). 

 

Master file approval 

In this version of ABW it is possible to define workflow processes to control 
the approval of master files.  More information about this option is 
discussed later in the course. 
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4. Display and configure the properties of the delay node ( ): 

 Select the delay node on the workflow map: 

 

NOTE: 

• The Element type displayed here is automatically selected 
according to the Element type you defined for the start node 
properties. 

• The Type you select can be based on an Attribute/Relation, 
Column or Time. 

• The Delay check interval allows you to amend the default delay 
of 360 minutes into the workflow process. 

• When you define a delay, the column names that are available 
are determined by the settings (selected check boxes) in the 
Element type details for Open customer invoice, specifically those 
in the Delay setup column. 
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5. Display and configure the properties of the ELSE side of the OR-split 

( ): 

 Click on the box labelled Small Invoices. 

 Use the available fields to configure the properties as required: 

 

NOTE: 

• The Else check box is selected. 

• This branch does not need any more action to be taken. 

• Every OR-split can have multiple OR branches - but must have 
one Else to capture any remaining items. 
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6. Display and configure the properties of the OR side of the OR-split 
node: 

 Click on the box labelled Big Invoices. 

 Use the available fields to configure the properties as required: 

 

NOTE: 

• This branch of the workflow specifies the conditions for items to 
continue down this branch. 

• Type – Attribute/Relation, Column, Function, Master file - 
Modified and Master file – New. 

• Operator – specifies a greater than or equal to, other operators 
include: 

between 

greater than 

greater than or equal to 

in list 

less than 

less than or equal to 

like 

like regular expressions 

Distribution rules 

not between 

not in list 

not like 

not like regular expressions 
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Depending on the selected operator, you may use an asterisk to 
indicate all values, for example 1* to indicate all customer IDs 
starting with 1.  For the operators in list and not in list, use a 
semicolon to separate values. 

Note that also regular expressions are supported as values in this 
field. For example, the value 8[0-1][0-9][0-9] covers a range 
from 8000 to 8199 inclusive. Regular expressions are used when 
there is a large list comprising similar values. 

• Value – specifies a value for the Operator. 

• When you define the ‘Based on element type/attributes and 
relations/values’ the column names that are available are 
determined by the settings (selected check boxes) in the Element 
type details window for Open customer invoice, specifically those 
in the Rules/OR-split column. 

7. Display and configure the properties of the system step node  

( ):  

 Select the Statement of accounts shape on the workflow map: 

 

NOTE: 

• Use the General properties fields to add an extra description 
relating to the step. 
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• Use the Step options if required.  The options are: 

• Pause distribution after this step - indicates whether or not the 
distribution that follows this step is paused. Settings are: 

• The distribution that follows this step is paused and not 
displayed in the workflow map.  Select this option if you 
want to use a distributor type of role. 

• The distribution that follows this step is displayed in 
workflow maps. 

• Included in single user involvement check - not to be used for 
system steps (discussed later). 

• Perform single user involvement check after step - not to be used 
for system steps (discussed later). 

• The Usage section of this node is mandatory since this is where 
you select the function that the system will perform when 
processing the workflow. The available functions are related to 
the Element Type that you select. You may also select the 
Variant here (which must have been set up previously). 

• The functions that are available are pre-defined and delivered 
with ABW. 

• In this example only the General tab is available. 

• Specific properties - used only for the Open Customer Invoices 
element type. 

8. Perform a basic check of the workflow diagram to confirm that the 
workflow process is complete: 

 Select Tools | Check diagram 

If your workflow is not sound, this command returns a list of: 

• Conditions that are not met and/or, 

• Invalid shape use/connection. 
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9. Commit the workflow to activate it:  

 Select Tools | Process options | Commit version. 

 The following window is displayed and a comment must be 
added before a version can be committed: 

 

 Workflows which are committed in ABW are displayed in 
the Process tree with a ring icon: 

 

NOTE: When mapping workflows and defining the properties of 
workflow items it is important that you note following: 

• Processes can be parked (icon displayed as pink), and 
subsequently re-committed. 

• Only the original author can edit a draft process. 

• Once workflow items have entered a process they will continue 
through the entered version, even if the process is subsequently 
changed. 

 

Exercises 

Open the Exercise Workbook and complete the following exercises: 

Exercise 3.1: Sending registered GL transactions for approval 

 

Ring icon indicates process is 
committed 
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Session 4 
Enhancing Workflow Setup 
This session illustrates how you can create an enhanced workflow process 
that uses ABW action management facilities to notify an account manager 
that a large invoice has generated a statement of accounts. It covers: 

• Setting up distribution rules. 

• Setting up roles and users. 

• Setting up relations. 

• Useful workflow enquiries. 

• Looking at report variants. 

• Amending a workflow process. 

• Using the workflow with Action Management in ABW. 

• Looking at Items to follow up. 

By the end of this session you should have a firm understanding of how 
you can create a workflow process that automatically implements 
additional functionality to help manage and distribute tasks. 

 

Key learning points: 

Understanding how to define rules for the distribution of workflow 
items. 

Understanding how you can use roles or users as the basis for 
routing items within a workflow. 

Understanding how you can use relations as a basis for routing 
items within workflow. 

Understanding action overview and how you use it with workflow. 

Understanding how to set up element types and distribution rules 
for action management. 

Understanding how to define a user step in a workflow process to 
automatically send a task to an ABW user.  
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To further enhance workflow the following areas should be considered. 

 

Distribution rules 

You can set up distribution rules to define rules for the distribution of 
workflow items.  

Distribution rules enable ABW to determine the type of data for which a 
rule applies, and the persons to whom workflow items are to be directed. 
You can use these elements to define the data and the recipients: 

• Functions. 

• Flexi-fields. 

• Element type columns. 

• Organisational charts (HR). 

• Attributes. 

• Relations. 

• Users. 

• Roles. 

Rules are organised in groups that are connected to the steps in the 
process. 

NOTE: Distribution resulting from the rules that you define will overrule the 
data control which is in effect. This means that unless you make sure your 
distribution rules are in line with the current data control, data could 
potentially be distributed to users who would not normally have access to 
it. 
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You set up distribution rules using the Distribution rules window. 

1. Display the Distribution rules window: 

 Select Common | Workflow| Distribution rules: 

 

 

 

The following are the key field areas for setup of distribution rules: 

• Rule Groups – you use these to connect to the workflow 
definition. These are used in the workflow distribution and one 
must be associated with each user step in the workflow model. It 
may, therefore, be necessary to set up a ‘dummy’ rule.  

• Rule Group - name of a rule group. 

• Status - Active or Closed. 

• Show All - if selected, displays all Active and Closed Rules for this 
group. 

• Rules – are optional (not required for dummy rules), you can 
use these fields to specify one or many rules to be applied, with 
their appropriate priorities for allocation. Note that the lowest 
sequence number is the highest priority. 

• Data Specification – are optional (this can be set within Process 
Definition), you can use these fields to determine the criteria that 
Rules should be based on. 

Rule groups Rules 

Data specification Routing 
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• Routing – allows you to specify where the item is to be routed 
to, in order to continue with the next step of the workflow. 
 
You can set this by using the ‘Rule Based on’ field, or the ‘Find 
recipient’ in the bottom half of this area. The sequence number 
determines the order to whom it is routed. When sequence 
numbers are the same, they are routed to all recipients 
simultaneously. 
 
The escalation sequence defines the escalation order regarding 
the handling of workflow items. 

2. Close the Distribution rules window. 
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Workflow usage field 

Roles and Users 

You may need to set up roles and users if you want to use these as the 
basis for routing items within a workflow. Issues that you need to consider 
are: 

• User setup - to allow workflow items to be routed to particular 
users. 

• Role setup – to allow workflow items to be routed to particular 
roles. 

You set up roles and users using the User master file window and the Roles 
master file window in ABW. 

1. Display the User master file window, and display the details of an 
example user: 

 Select Settings | System Administration | Users & Access | User 
master file. 

 Edit a User ID on the User tab, and press Tab to display the user 
details. 
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NOTE:  

• Selecting the Workflow field in the Usage area of the window 
makes the user available in workflow, i.e. you can chose to send 
workflow to this user. 

2. Close the User master file window. 

3. Display the Role master file window: 

 Select Settings | System Administration | Users & Access | Role 
master file. 

4. Display the workflow options for the role AGSYSTEM: 

 Click on the Members tab: 

 

 

The workflow routing options for the role are: 

• Simultaneously – routes workflow items to the users 
simultaneously based on the options in the drop down list. 

• In order – routes workflow items to the users in order. 

5. Close the Roles master file window. 

Workflow fields 
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Relations 

You may need to set up relations if you want to use them as a basis for 
routing items within workflow, typically if you want to link a resource to a 
role. 

If you do want to use relations as the basis for workflow routing then you 
must configure the appropriate relations in ABW (this may be part of 
User/Role set up). 

You may set up relations using the User master file window: 

1. Display the User master file window, and display the Details tab of 
an example user: 

 Select Settings | System Administration | Users & Access | User 
master file. 

 Edit a User ID on the User tab, and press Tab to display the user 
details. 

 Select the Role and company tab: 

 

 

2. Close the User master file window. 

Roles defined for 
the user 

Resources linked to the role 
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Useful workflow enquiries 

You can perform workflow enquiries to:  

• Display details of missing relation values. 

• Display details of items which have been sent to Items to follow 
up, when there is no distribution rule for a workflow step. 

NOTE: The later of these two enquires will be discussed in detail at the end of 
this session. 

Performing a Missing relation values enquiry 

You can perform a Missing relation values enquiry to display details of 
missing relation values. This information helps avoid failures in distribution 
caused by missing relation values for rules created in distribution rules. 

You perform this enquiry using the Missing relation values window in ABW: 

1. Display the Missing relation values window: 

 Select Common | Workflow | Distribution rules | Enquiries | 
Missing Relation Values. 

Enter required Attribute and chose Relation from the drop down 
box.  F7 will populate the screen with all the Attribute Values with 
no Relation value allocated. 

 

2. Close the window. 
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Looking at report variants 

You may consider defining a report variant to generate specific reports 
according to the requirements of your workflow. 

For example, in the invoicing workflow example that we examined in 
Session 2, we printed a statement of accounts only for large invoices 
raised, not for all open items. A variant of the Statement of accounts report 
was therefore created specifically to do this, for example: 

 

 

NOTE: For this particular example, the parameter on row 26 of the report 
was left unchecked, so as not to include all open items for the customer. 

Include all open 
items parameter 
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Amending a Workflow Process 

Introduction to scenario 

Credit control – or the follow-up of open customer invoices - integrates 
ABW Action management and workflow to facilitate tasks which are 
managed, distributed, and executed by credit controllers.  

In short Action management allows you to add follow-up task windows to 
Maintenance of open items and the Customer master file. 

You may use ABW workflow to automatically distribute invoice follow up, or 
you may add, distribute and amend tasks manually. We will add this 
function to our workflow scenario for Big Invoices. 

In addition to the statement of accounts, assume a scenario where we 
need to send a task to an account manager or a customer contact. Based 
on our previous workflow model we add AND as follows: 

IF Today > (Invoice Date + 3 days) THEN 

IF Invoice amount > GBP 50 000 - THEN 

Generate statement of accounts 

AND notify account manager 

STOP 

ELSE STOP 

ELSE no workflow 
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Setting up action overview 

Action overview is an ABW facility for managing actions. It is displayed in 
ABW as a separate window that contains: 

• A set of action buttons. 

• A table listing historical and pending actions directed toward a 
selected item in a main window. 

You use the Action overview window to manage actions. 

The following illustrates an Action overview window for an item which is 
displayed in the Maintenance of open items window: 

  

 

 

 

Note: The following areas of the Action overview window: 

• Action buttons that you can select to perform manual actions – in 
this example buttons for Phone, Memo, and Task. 

• A table which provides details of actions (historical and pending) 
related to the currently selected item in the main window. 

Action overview window 

Action buttons to 
perform an action 

Details of actions for 
currently selected item 
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To use Action overview with workflow, you first need to add an appropriate 
Acton type. You add an Action type using the Action type master file 
window. 

1. Display the Action type master file window: 

 Select Common | Action overview and e-mail templates |  
Action type master file: 

 

2. Create a new action type: 

 Type STATEMENTS for the Action type, then Tab to the next field. 

 Type Statements for the text description. 

 Type a text description for the Definition. 

 Select Workflow user step for the Type. 

 Select Task for the Window. 

 Select Active for the Status. 

NOTE: Selecting a Workflow user step for the Type allows you to use 
the action type within Workflow. 
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3. Define the Element type associated with the Action type (to select 
the ABW window in which this action type is to be displayed): 

 Select the Element type tab. 

 Select the required Element type and Function: 

 

Include from shared clients - This checkbox determines 
whether or not actions on this Action type are shown from other 
companies.  This only applies on Element types Customer and 
Supplier where the customers and/or suppliers are shared 
between the companies.  Furthermore this function only works 
on Action types that exist in both companies. 

4. Save the Action type, and close the window. 

Note: If an Action 
type only exists in 
one of the 
companies, you 
will not see those 
actions in the other 
company unless 
you activate the 
system parameter 
SHOW_ALL_CLI_
ACTION_TYPES. 
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Setting up an Element type 

Element type details also come into play in the Action overview window 
types display format and content. This is determined by the Task List, 
Order, Action overview tr. list and Order in the Element type details 
window, for each Element type selected in the Action type master file. You 
chose Element type detail options using the Element type details window: 

1. Display the Element types window: 

 Select Settings | System Administration | System Setup | Element 
types. 

2. Select the Open customer invoices element type, and display the 
database tables associated with it: 

 Select Open customer invoices for the Element type. 

3. Display the Element Type Details window to display details of the 
available tables and fields for the element type: 

 Put cursor in tablefield in the Element types window. 

 Click Tools | Element type details. 

 Configure the settings as required 

 

 

NOTE: 

• Table & Column – these columns display the fields for the 
selected element type. 

• Task List – you can select the checkboxes in this column to 
specify which fields you want displayed in the Task List window 
(max 5) – Optional. 

NOTE: The items selected in the Task List column must make 
logical sense to the workflow process.  Furthermore, it is advised 
that at least one of the columns selected must be unique to the 
transaction entering workflow and also be ordered as the first in 
the task list –i.e. in the screenshot above apar_id is unique to all 
customer transactions and is ordered first. 

Fields for the element type 
 

Task List – specifies which fields are 
displayed in the task list 
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• Order – you can use this column to specify the order in which 
fields are displayed in the Task List window. 

• Action overview tr. list – you can select the check boxes in this 
column to select the fields that you want displayed in task 
windows that are opened from the Action overview window. 

• Order – you can use this column to specify the order in which 
fields are displayed in the Action overview window. 

4. Save the details, and close the window. 

 

Setting up a distribution rule 

Before amending our process definition, we need to consider how workflow 
can determine the Account Manager. 

There are a number of options, which include: 

• Manually coding every Account Manager into the distribution 
rules according to the customer on the invoice, or 

• Using a relation of RESNO on the customer, and then using the 
relation within the distribution rules, for example: 

In this walkthrough example the workflow will need to notify the Account 
Manager (Susan Jones) when a large invoice is raised for Customer 1000. 

 Select Agresso Financials | Accounts Receivable | Customer 
master file | Customer 

 Type in CustomerID 1000 and then show the Relation tab: 
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 Close the Customer master file. 

From the Customer master file we can see that a relation already exists 
between Susan Jones, RESNO 1001 and Customer 1000. 

So that workflow knows who Susan Jones is as an ABW user, we will need 
to check that User TRAIN1 (t1 = Susan Jones) has Resource 1001 linked in 
the User Master file: 

 Select Settings | System Administration | Users and access l User 
master file. 

 Type TRAIN1 in the User ID field and tab. 

 Go to the Role and company tab and display as shown below: 

 

 Enter Susan Jones resource number as shown above and tab 
against client A3. 

 The following message will be shown: 

 

 Save. 
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NOTE: For this example we will remove Resource 1001 from the IA user, 
otherwise, Workflow will alert another ABW user other than Susan Jones. 

In addition, the Attribute customer ID (A4) must be workflow enabled 
using the Attributes window, for example: 

 

 

 

To bring all this setup together we now need to set up the distribution rule 
in ABW using the Distribution rules window. 

1. Display the Distribution rules window: 

 Select Common | Workflow| Distribution rules. 

 

 

 

The following are the key fields’ setup of the distribution rule: 

• Rule Groups – use these to connect to the workflow definition. 

• Rules – are optional.  

• Data Specification –optional (this can be set within Process 
Definition.) 

W – Select this to make the 
attribute workflow enabled 

Rule groups Rules 

Data specification Routing 
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• Routing – use this to specify where the item is to be routed to, 
in order to continue with the next step of the workflow. 
 

2. Define the rule: 

 Specify the Rule group settings (as shown below). 

Specify the Rules settings (we are using a single rule for our 
scenario). 

Specify the Routing properties - for this scenario, we want 
workflow to find the Recipient based on the Relation (RESNO) on 
attribute (CUST.ID): 

 

The escalation sequence option is used during a Deadline step 
used as part of User steps.  Further details of this option are 
discussed later in this course. 

3. Save the rule, and close the Distribution rules window. 
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Defining a user step in the workflow process 

You need to define a user step in the workflow process to modify the 
workflow so that a task is sent to an Account Manager if an invoice is 
raised for over £50,000. 

Modifying an existing process involves you: 

• Creating a new version of the workflow process. 

• Modifying the workflow. 

• Checking the integrity of the model, and committing the modified 
workflow. 

You modify a workflow process using the Process definition window: 

1. Display the Process definition window: 

 Select Common | Workflow | Process definition.  

2. Create a new version of the Big Invoices workflow: 

 Select the Process tree tab in the Menu pane. 

 Select Workflow | Customer Follow Up | Big Invoices. 

 Select Tools | Process options | Create new version: 

 

A new draft version of the workflow is then displayed in the 
modelling pane. 

NOTE: The previous Committed Version is still active.  
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3. Add a user step to the workflow: 

 Right click the workflow map to display the palette. 

 Select User step. 

 Type Account manager for the name of the user step. 

 

4. Display and configure the General properties of the user step 
node: 

 Select the Account manager node on the workflow map. 
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• In General Properties connect the User Step to the Rule Group 
Customer Care to direct the task to the correct account manager 
(note that you must connect to a Rule Group, although this can 
include a ‘dummy’ rule group). 

• Select the required Action overview options (in this example 
the task will appear in the Maintenance of open items window, 
and the Customer master file and the Action will appear as a 
manual button). 

• Select the required Usage option (the function is mandatory and 
determines which window will open when your account manager 
receives a task, and the action type generated ties back to the 
one created earlier). 

• Step options include additional optional settings. Further details 
of these and all other options are found in the Exploring Process 
Definition & Maintenance section later in this course. 

5. Display and configure the Actions tab of the user step node: 

 Select the Actions tab in the Properties pane: 

 

 Select Accept for the Selected actions. 

NOTE: This is mandatory – the account manager will receive a task, 
and selecting Accept will enable workflow to move to the next step. 

New actions of Inform and Save draft are available in this version of ABW 
and further details on the Inform action will be shown later in this course. 
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There is no need to configure the properties for the remaining tabs 
in this example (Recipients, Deadlines and Settings) but we will 
take a look at the Change handling option in the Settings tab. 

6. Display and configure the Other tab of the user step node: 

 Select the Other tab in the Properties pane: 

 

In this example the Customer Managers are acknowledging the 
fact that an invoice was posted and a statement of accounts has 
been produced. Therefore, the Change handling options have been 
disabled. 
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If there is a requirement for a workflow user to be able to change 
data the Change handling option must be set and a treatment rule 
must be selected to instruct workflow in how to deal with the 
change. 

 

The options for this are as follows: 

• Full redistribution – the distribution is run again from the 
beginning of the process or from a specific point in the 
workflow process. 

• Redistribution within step – the distribution is run again 
from the beginning of this step. 

• No new distribution – the distribution runs unchanged for 
this step, and then is run again from the beginning of the 
next step, where applicable. 

7. Check the model integrity: 

 Select Tools | Check diagram: 

 

 Select OK. 

8. Save and commit the modified process: 
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 Select Tools | Process options | Commit version. 

 Type a free text summary/description of the changes made. 

 

Using the workflow with Action Management in ABW 

The following illustrates the operation of the new workflow in ABW: 

1. Raise and post an invoice for customer 1000 for more than £50,000. 
An item is then shown in the Task list of RESNO 1001. 

2. Log on as user t1 (Susan Jones) and open the Task list to display 
this: 

 

3. Double click on the Task to link to the open item for the large invoice 
in the Maintenance of open items window: 
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4. Display the workflow map for the task: 

 Put cursor on the item in Action overview. 

 Select Tools | Show Workflow Map button: 

 

The workflow map shows that the task has been sent to the Account 
Manager Susan Jones.  

By double clicking in the Action overview task, the task window opens, 
allowing the Account Manager to ‘Accept’ the task which changes its status 
to Finished. This also completes the Workflow task: 
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5. Accept the Task and Close the window. 

The following message will appear once the Task is accepted: 

 

Reviewing the Workflow map in the Maintenance of open items window will 
show that the workflow is now complete. 

NOTES: Items that cannot be distributed due to lack of a valid rule(s) are 
either: 

• Sent to the folder Common | Workflow | Items to follow up, 

or 

• Not admitted to workflow at all, 

depending upon Treatment if no rule in Element type. 
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Items to follow up 

You can perform an Items to follow up enquiry to display details of items 
for which there is no distribution rule for a workflow step, depending upon 
the Treatment if no Rule specified in the Element type. You can therefore 
use this window to distribute these items correctly. 

You perform an Items to follow up enquiry using the Items to follow up 
window in ABW. 

To demonstrate the options available to you in this window we shall amend 
the Big Invoice process: 

1. Amend the Account Manager user step as follows: 

                                                                                                                                                                                      

2. Save and commit this new version. 

3. Raise and post another invoice for customer 1000 for more than 
£50,000. 

Change the 
‘Connect to 
rule group’ 
setting to ‘No 
Rule Required 
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4. Display the Items to follow up window: 

 Select Common | Workflow | Items to follow up: 

 

5. Zoom in to display details of all items not distributed. 

 Select  next to the Open customer invoices element type: 

 

Displayed are all workflow items that were not distributed 
successfully along with an appropriate error message. 

Some of the tools available in this window are as follows: 

• Redistribute workflow – allows you to redistribute 
active workflow items back into workflow. 

• Deactivate workflow – sets the status of the workflow 
item to finished. 

• Delete workflow - removes the item from workflow 
and therefore items to follow up. 

Menu access controls are available on the tools menu options discussed 
above (Setting l Menu-based access). 
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NOTE: Items can only be zoomed on in items to follow up if the element 
type has at least one column flagged in the Item Details setting. 
 

 

 

 

 Select the Map ( ) option to view the point in the workflow 
process that the item was passed to items to follow up: 

 

Close the map window. 

 Select the Zoom ( ) option to select users or roles to whom 
to manually distribute the workflow item to: 
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 Select Susan Jones (TRAIN1) from the available users and roles 
list and add to the selected users and roles list. 

 Save. 

6. Close the window. 

7. Review the workflow map of this item in the Maintenance of open 
items window. 

 Select Agresso Financials l Accounts Receivable l Payment Follow 
up l Maintenance of open items. 

 Highlight the large invoice and then set the Show Workflow 
Map tool: 

 



Session 4: Enhancing Workflow Setup  UNIT4 Training Services 

 

Version 561.2  77 

Notes 

 

The map shows the history of the invoice entering items to follow 
up and then being manually distributed to Susan Jones. 

 

Exercises 

Open the Exercise Workbook and complete the following exercises: 

Exercise 4.1: Completing the Workflow for Sending registered GL 
transactions for approval 
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Session 5 
Exploring Enhanced Workflow 
Setup 
 

This session introduces you to the options that are available for setting up 
enhanced workflows in ABW, and how you can use these options to develop 
workflows for your particular business requirements and work practises. It 
covers: 

• Looking at task owner substitutions and deadlines. 

• Looking at additional options for element types. 

• Looking at additional options for distribution rules. 

By the end of this session you should have a firm understanding of some of 
the further ways in which you can use element types and distribution rules 
to help you develop workflows. 

 

Key learning points: 

Understanding of task owner substitution. 

Understanding of how to setup deadlines within User steps. 

Understanding aggregation for element types. 

Understanding the ways in which you can configure element types 
to help you develop workflows. 

Understanding the ways in which you can configure distribution 
rules to help you develop workflows. 
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Task Owner Substitution 

It is possible, in ABW Self Service, for a user to select another user who 
will address their tasks for a defined period of time. There are two steps to 
this setup: 

• The users which can be selected as a substitute must be defined 
for each task owner.  

• The task owner must select the substitute for a defined period of 
time. 

1. Display the Workflow User Information window: 

 AGRESSO Common | Workflow | Fixed Registers | Workflow user 
information: 

 

Select the task owner from the drop down menu, for 
example, Susan Jones (Account Manager). 

NOTE: The User details tab is used to select the task owner and to 
define any authorisation limits not already accounted for as part of the 
workflow process definition. 
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2. Select the Alternates tab and define the users which can be selected 
for substitution: 

 

The methods of selecting a substitute may be detailed using the 
options shown on this tab.   

NOTE: This means Steven Edwards can be selected for substitution by 
Susan Jones for any period of time between 01/01/2000 and 31/12/2099.  

3. Log into Self Service as Susan Jones using t1 | A3 | t1: 

 Go to the Substitute Setup Window - My employment | Options l 
Substitute Setup. 

 All entries added in the Workflow user information screen will 
default here. 

 The user should enter the dates for substitution and Click Save: 

 

NOTE: This will mean that Steven Edwards will get all of Susan Jones 
workflow tasks between the dates specified above. 
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4. Change the distribution rule back to Customer care in the Big Invoice 
process definition. 

5. Enter a new customer invoice as previously taught and view the 
workflow map in the Maintenance of open items window to see the 
change in the workflow process. 

 Select Accounts Receivable l Payment follow up l Maintenance of 
open items: 

 

NOTE: The user Susan Jones is still found by workflow but it now indicates 
that substitution is in force. 

6. Log into Smart client as Steven Edwards (t3) and check his task list: 

 

The workflow task is available for Steven to process in Susan’s absence. 

NOTE: Susan Jones will also receive the same workflow task. 
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7. Complete the workflow task as Steven Edwards and then check the 
workflow map in Maintenance of open items window: 

 Select Accounts Receivable l Payment follow up l Maintenance of 
open items: 

 

NOTE: The Task owner still shows as Susan Jones but the task is shown 
as processed by Steven Edwards. 

 

Tasks received as a substitute in Self Service 

The workflow approval window in Self Service has been enhanced in this 
version of ABW to include an On behalf of column.  This column and the 
yellow information section indicate that you received a task as a substitute. 

Further details of this change are shown as part of the exercises at the end 
of the session. 

NOTE: If a substitute is activated and the original user logs on and selects 
a task, the approval window displays the following yellow marked text: This 
task can also be approved by substitute(s): Name of a person. This 
information is also available in the workflow map. 
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Alternate Enquiry 

This window is used to enquire about the alternate, either supervisor or 
substitute, of users. 

1. Display the Alternate enquiry window: 

 AGRESSO Common | Workflow | Fixed Registers | Alternate 
enquiry. 

 Press Find (F7). 

 All users with either a supervisor or substitute are shown: 

 

 

Users missing substitute Enquiry 

This window is used to enquire about users missing substitutes: 

1. Display the Users missing substitute enquiry window: 

 AGRESSO Common | Workflow | Fixed Registers | Users missing 
substitute. 

 Press Find (F7). 

 All users without a substitute are shown: 
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User Step Deadlines 

Workflow allows for the building of deadlines within user steps to remind 
and/or escalate a task/step to the owner or their supervisor. 

 

System Parameters 

There are number of system parameters that can be used to control 
deadlines within workflow. 

1. Display the Process definition window: 

 Select Common | Workflow | Fixed register l System parameters – 
Workflow: 

 

NOTE: The detail of all these parameters is listed in the appendix 
to this course. 

2. For the purpose of this course we will disable some of these 
parameters: 

 Select the On/Off check box for the following parameters: 

• WF_DEADLN_FACTOR 

• WF_DEADLN_LOWER_THRESHOLD 

• WF_DEADLN_NIGHTLY_CHECK 

• WF_DEADLN_UPPER_THRESHOLD 
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Reminders 

1. Display the Process definition window: 

 Select Common | Workflow | Process definition. 

2. Create a new version of the Big Invoices workflow: 

 Select the Process tree tab in the Menu pane. 

 Select Workflow | Customer Follow Up | Big Invoices. 

 Select Tools | Process options | Create new version. 

3. Go to the Account manager user step: 

 Select the Deadlines tab: 

 

The available options for this tab are: 

• Type - Signifies whether this deadline relates to a step or a task. 

• Number - The number of time units, for example 30 days. 
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• Time unit - Valid values are: 

• Days 

• Hours 

• Minutes 

• Weeks 

• Time type - Valid values are: 

• After - used together with the Based on value to indicate 
a deadline, for example 3 days after due date. 

• Before - used together with the Based on value to 
indicate a deadline, for example 3 days before due date. 

• Running - applies to the task itself. 

• Scheduled - opens the window Schedule setup, where 
you can schedule deadlines on a daily, weekly, monthly or 
yearly basis. 

• Based on - A column name that indicates what your deadline is 
based on. This applies to the time types Before and After. 

• Perform - The type of deadline that will be performed. Valid 
values are: 

• Approve - automatically approves the item when the 
deadline is met. 

• Escalate - escalates the item. 

• Reminder - sends a reminder to the user. 

• Plus user defined actions selected for the step. 

• Involve - The person or persons who should be alerted of 
this deadline. Valid values are: 

• Supervisors – Must be specified in Workflow user 
information window. 

• User - Current owner of the task. 

• Rule - Refers to the distribution rule. 

• P - Parked items.  Indicates whether or not to include 
parked items when the system checks deadlines. 

4. Update the deadlines tab as follows: 

 Select the Add ( ) button and complete the Deadline 
settings: 
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5. Commit the changes to this version. 

 

Alert Setup 

So that a deadline can alert the user to a reminder, an IntellAgent alert 
template must be created and associated rules defining which template 
should be sent: 

1. Display the Alert setup window: 

 Select Common | Workflow | Alerts l Alert setup: 

 

 Select the following: 

• Element type – Open customers invoices. 

• Incident – Deadline. 

• Action – Reminder. 

• Alert template – To create the template, tab past this field 
or double click, the following will appear: 
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 Complete the window as shown above and the Keep (F11 

or ) to return to the Alert setup window: 

 

NOTE: The aggregate option allows for aggregation of alerts and 
requires the Alert schedule tool to be completed.  Allow off 
relates to personal alert filters within Self Service and discussed 
in the IntellAgent training course. 

2. Save the Alert setup window. 
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3. Confirm that there is a suitable email address held on Susan Jones 
user master file: 

 Select Settings | System Administration | Users and access l User 
master file: 

 

 Choose the Address tab and enter the email address of 
trainee@training.com: 

 

 Save the address and user master file. 



Session 5: Exploring Enhanced Workflow Setup  UNIT4 Training Services 

 

Version 561.2  91 

Notes 

 

NOTE: If email functionality is not available then you must amend 
the user master files to show a default Alert Media of Alert List.  
You must also specify an Alert List template in the Alert Template 
window. 

4. Enter another customer invoice meeting the criteria of workflow 
and check for an email reminder in Outlook: 

 

NOTE: You may need to check the junk email folder. 

5. A history of all the workflow alert events created is available in the 
Event enquiry: 

 Select Common | Workflow | Alerts l Event enquiry: 

 

NOTE: More detail information about the events is found within 
IntellAgent enquiries.  Please see the IntellAgent training course for 
further details. 

6. Complete the workflow task as previously shown in the course. 
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Escalations 

Escalation setup follows very similar lines to that of reminders mentioned 
earlier.  The only difference is that the Workflow user information window 
must contain the escalation hierarchy for each workflow task owner: 

1. Display the Workflow user information window: 

 Select Common | Workflow | Fixed registers l Workflow user 
information: 

 

 Complete as shown and Save. 

2. Update the Alert setup window with the escalation rule and Alert 
template: 

 Select Common | Workflow | Alerts l Alert setup 
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3. Edit the Big Invoice process definition to include deadline 
escalations: 

 Select Common | Workflow | Process definition: 

 

NOTE: 
• The escalation must be performed against a Step and not a 

Task as workflow must hand over the whole workflow step 
that subsequently contains the task. 

• If Rule is selected in the Involve column with an escalation 
then it will refer to the Escalation sequence column in the 
Distribution rule to decide on who is escalated to and in 
what order. 

 Save and commit the new changes. 
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4. Confirm that there is a suitable email address held on Steven 
Edwards user master file: 

 Select Settings | System Administration | Users and access l User 
master file: 

 

 Choose the Address tab and enter the email address of 
trainee@training.com: 
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 Keep and Save the address and user master file. 

NOTE: If email functionality is not available then you must amend 
the User master files to show a default Alert Media of Alert List.  
You must also specify an Alert List template in the Alert Template 
window. 

5. Enter another customer invoice meeting the criteria of workflow 
and check for two emails, one reminding and one escalating. 

Reminder 

 

Escalations 

 

NOTE: You may need to check the junk email folder. 
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6. Complete the workflow task as previously shown in the course.  
Remember that because an escalation has happened, the workflow 
task will be taken away from Susan Jones (t1) and handed to 
Steven Edwards (t3) for action. 

7. Display the workflow map for this invoice in the Maintenance of 
open items window: 

 Select Financials | Accounts Payable | Payment follow up l 
Maintenance of open items. 

 Search for and select the invoice line and choose the Workflow 
map tool: 
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Users missing supervisor Enquiry 

This window is used to enquire about users missing supervisors: 

1. Display the Users missing substitute enquiry window: 

 AGRESSO Common | Workflow | Fixed Registers | Users missing 
supervisor. 

 Press Find (F7). 

 All users without a supervisor are shown: 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercises: 

Exercise 5.1: Amending sending registered GL transactions for approval 

Exercise 5.2: Registered GL transactions substitutions, reminders and 
escalations 
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Looking at options for element types 

There are a number of options that allow you to configure elements types 
for your workflow requirements including: 

• Aggregation. 

• Enhanced element type details. 

 

Looking at aggregation 

You can use the aggregation facility to define aggregation levels per 
element type. 

For example, a requisition consists of several requisition lines. Each line is 
checked against the distribution rule limits. If you have defined a set of 
aggregation attributes for the element type Requisition, lines with the same 
attribute values are aggregated before being checked against the amount 
limit. Within distribution rules, you will have the routing set up based on 
amount, days, hours etc. 

You define aggregation levels per element type using the Aggregate 
window in ABW which you access from the Element types window: 

1. Display the Element types window: 

 Select Settings | System Administration | System Setup | Element 
Types. 

2. Select an element type: 

 Select Open customer invoices. 

3. Display the Aggregate window: 

 Put cursor in the tablefield in the Element types window. 

 Select Tools | Aggregate. 
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The key fields are: 

• Sequence No – specifies the order of aggregation. 

• Attribute – specifies the ID of the attribute for which you want 
values aggregated. 

4. Close the windows. 

 

Looking at enhanced element type details 

There are a number of additional fields in the Element type details window 
which you can use for workflow (though not all fields in the window relate 
specifically to workflow). 

1. Display the Element types window: 

 Select Settings | System Administration | System Setup | Element 
Types. 

2. Select an element type: 

 Select Open customer invoices.  

3. Display the Element type details window: 

 Put cursor in tablefield in the Element types window. 

 Select Element type details. 
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The additional fields are: 

• New Distribution – if selected, an alteration of the data in this 
column triggers a new distribution.  

• Operator - an operator that indicates whether changing the 
original value to a larger or smaller value should trigger new 
distribution. 

• Task List & Order - indicates the columns (maximum five) that 
you want to display on the Task list and in the section Action 
item in task windows opened from Action overview.(See 
Appendix for System setup parameters, used for grouping Task 
List items differently per workflow window). 

NOTE: The items selected in the Task List column must make logical 
sense to the workflow process.  Furthermore, it is advised that at least 
one of the columns selected must be unique to the transaction entering 
workflow and also be ordered as the first in the task list. 

• Item details & Order – if selected the column is available in the 
Workflow transactions window, and the Items to follow up 
window. 

• E-mail – if selected, the column is available as a tag in E-mail 
templates. 

• Document type properties – if selected, this column is 
available for mapping when you define document types for the 
document archive. 

• Log value – if selected the column title and content is displayed 
as workflow map detail (this information is displayed on the right 
side of a workflow map). 

The tools are: 

• Update task list values - used to update the existing tasks with 
the added columns, click this command. 

NOTE: If you add a new column to the Task list, a dialogue box also 
appears asking you to update existing task list values. 

4. Close the window. 
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Looking at options for distribution rules 

You can set up distribution rules to define rules for the distribution of 
workflow items.  

Distribution rules enable ABW to determine the type of data for which a 
rule applies, and the persons to whom workflow items are to be directed. 
In addition to what we have covered, you can also use these elements to 
define the data and the recipients: 

• Functions. 

• Flexi-fields. 

• Element type columns. 

• Organisational charts (HR). 

• Attributes. 

• Relations. 

• Users. 

• Roles. 

1. Display the Distribution rules window: 

 Select Common | Workflow| Distribution rules: 

 

 

 

 

Rule groups Rules 

Data specification Routing 
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NOTE: 

• Rule Groups – is the name of a rule group linked to the process 
definition.  

• Rules – are the rule(s) within each Rule Group and their 
appropriate priority. 

• Data Specification – is optional, if blank all data will be 
selected. If used, it defines which type of rule you are creating. 
Valid values are: 

Attribute/relation – Attribute must be workflow enabled on 
the Attribute window. 

or 

Element type – Rules/OR-split must be selected in the 
Element type details window. 

• Routing – this specifies to whom the workflow items are 
directed.  

You can set this by using the Rule Based on field: 

- Rule based on can be Amount, Days, Due Date, Hours or 
Number. 

- Operator is used in conjunction with Value. 

- Value is based on an absolute value, therefore it ignores 
minus signs. For credit notes, you can use the Process 
Definition instead. 
 

or 

Find recipient in the tablefield: 

- Find recipient enables a number of choices, each of 
which opens up the relevant boxes within the tablefield 

- Sequence is taken into account if there is more than 1 
row. If the sequence numbers are the same, all are routed 
at the same time. 

If it is based on something, self-approval limits are taken 
into consideration. 

NOTE: Distribution resulting from the rules you define here will overrule 
the data control in effect. This means that unless you make sure your 
distribution rules are in line with the current data control, data may 
potentially be distributed to users who would normally not have access 
to it. 

2. Close the Distribution rules window.
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Session 6: 
Master File Workflow Approval 
 

This session of the training provides you with a demonstration of how you 
use workflow to approve activations and amendments to master files.  It 
covers: 

• Overview of the Master file approval concept. 

• Demonstration of draft project approval. 

By the end of the session you will have a firm understanding of how 
workflow can be used with projects. 

 

Key learning points: 

Understanding the concept of Master file approval. 

Understanding the process of draft project approval. 
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Master file Approval 

The new Master file approval concept can be used with the following 
master files/element types: 

• Applicant. 

• Contract master file. 

• Loan. 

• Personnel. 

• Position. 

• Project master file. 

• Supplier. 

• Customer. 

• Unique attribute enabled for workflow. 

This concept allows you to send fields from master files into workflow for 
approval. 

This session is designed to show the setup steps required to initiate master 
file approval and a demonstration of how this concept can be used to 
approve the activation of a draft project. 
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Below is a screen shot of the workflow process that will be used.  It will 
send all projects that have an active status to the project manager 
associated to the project and ask for approval.  If approval is given then 
the project is created and is active.  If approval is not given then the user 
that created the project is asked to amend and re-submit for approval: 

 

 

Element type setup 

To be able to commit fields from a master file to workflow you need to use 
the Element types window: 

1. Display the Element types window: 

 Select Settings | System Administration | System Setup | Element 
types. 



UNIT4 Training Services  Session 6: Master File Workflow Approval 

106  Version 561.2 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Display the Element types that are defined in ABW: 

 Select the dropdown list in the Element type field: 

 

3. Select an element type, and display the database tables associated 
with the element type: 

 Select Project master file: 
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4. Display the Master file details setup window to display details of the 
available tables and fields for the element type: 

 Put Cursor in tablefield in the Element types window. 

 Click Tools | Master file details setup. 

 

NOTE: The options are different to those normally displayed by the 
Element type details tool. 

5. Search for the project status field (atsproject) and set the options 
shown in the screenshot below against it: 

  

6. Save and close the window. Accept any messages that appear. 

7. Display the Element type details window to display details of the 
available tables and fields for the element type: 

 Put Cursor in tablefield in the Element types window. 

 Click Tools | Element type details. 

 Set the atsproject status to be involved in a workflow Or split: 

 

NOTE: The Task list, Item details and Log value columns are 
already selected because of the settings previously chosen in the 
Master file details setup window. 

8. Save and close the window. 



UNIT4 Training Services  Session 6: Master File Workflow Approval 

108  Version 561.2 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Master file approval setup 

The Master file approval setup window has been added to the Workflow 
fixed registers folder in Agresso Common. The window allows you to place 
fields from master files onto workflow: 

1. Display the Master file approval setup window: 

 Select Agresso Common | Workflow l Fixed registers | Master file 
approval setup: 

 

The Master file approval setup window allows you to choose which fields, 
relevant to the master file that you want to be visible in the workflow 
pane(s) and header section of the Master file approval window. 

To achieve this you must create all relevant functions required as part of 
the overall workflow process definition. 

For the purpose of this example we will need two new functions, one for 
activation of the project and one for amendment to the project after 
rejection. 
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Activation Function 

1. Create a new function: 

 Select Project master file as the Element type. 

 Create a new function name – Activation. 

 Set the following fields in the Pane and Header information 
columns: 

Table Name Description Order 

atsproject Main project 1 

atsproject Project 2 

atsproject Description 3 

atsproject Status 4 

atsproject ResID 5 

atsproject Cost ctr 6 

atsworkorder Work order 7 

atsworkorder Description 8 

atsactivity Activity 9 

atsactivity Description 10 

 

 Save the function. 
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Amendment Function 

1. Create a new function: 

 Select Project master file as the Element type. 

 Create a new function name – Amendment. 

 Set the Pane and Header information columns as per the 
Activation function: 

 

 Save the function. 
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Distribution Rule Setup 

1. Create a new distribution rule: 

 Select Agresso Common l Workflow l Distribution rules. 

 Define a new rule as per the screenshot below: 

 

 

Workflow Definition Setup 

1. Create a new workflow definition as per the screenshots below: 

 Select Agresso Common l Workflow l Process definition. 

Start Node 
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Or Split 

 

 

User Step - Project Approval 
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Or Split 
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User Step - Amendment 
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 Save and Commit the new workflow process. 
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File options (Optional) 

It is possible to select display colours for changed Master file approval 
fields in Smart Client. 

1. Display the Options menu: 

 Select File | Agresso options: 

 

Setting the Display colour for changed Master file approval fields colour 
highlights to the workflow user all fields in a master file that require 
approval. 

 

Submitting a draft project to workflow 

1. Display the Projects window (Self Service): 

 Select Project management | Project information | Projects. 

2. Create a new draft project: 

 Select New ( ). 

 Type WF01-1 for the Project. 
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 Type Workflow Draft Project for the description. 

 Select External Projects for the Project type. 

 Change the Project manager to Susan Jones. 

 Change the Status to Draft. 

 Change the start date, to the end of the current month. 

 Tick the Activities options 

 Select CBAR as the Cost Centre. 

 Define a currency rate of GBP Rates. 

 

3. Display the Activities tab: 

 Select Activities. 

4. Set up activities as follows: 

 Click on the Add button. 

 Use the field help button to find the activity CAD. 
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The details on this tab are now complete. 

5. Save the draft project and note the following message: 

 

NOTE: As the project is still at a status of draft there is no approval 
needed yet.  This project has exited workflow immediately down the 
draft project or split. 

6. Activate the draft project: 

 Select Activate project ( ) and accept the following message: 

 

The draft project is now active and will be submitted to workflow. 

 

 

Draft project approval 

1. Login into Self Service as user t1 (Susan Jones), client A3 and the 
password t1: 

 

Susan Jones is now presented with a workflow task to approve the 
draft project. 
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2. Select the workflow task to reveal the approval window: 

 

3. Reject the project this time: 

 Select Reject ( ) and enter a comment. 

4. Login into Self Service, this time as user system (you), client A3 and 
the password system: 

 

You are now presented with a workflow task to amend the rejected 
draft project. 

5. Select the workflow task to reveal the amendment window: 

 

6. Inform the project manager before completing the task that you 
have received it and are dealing with it. 
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 Select Inform ( ). 

 Select Steven Edwards and input a message: 

 

 Choose Send. 

7. Login into Self Service as Steven Edwards (t3), this time as user 
system (you), client A3 and the password t3: 

 

Steven is now presented with a workflow inform only task. 

8. Select the workflow task to reveal the Inform window: 

 

 Select Acknowledge ( ). 

9. Log back in to Self Service as the user system and resubmit the 
project without making any changes: 

 Select Task Complete ( ). 
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10. Login again as Susan Jones and approve the draft project: 

 Select Approve ( ). 

11. Check to the new status of the project: 

 Select Project management | Project information | Project: 

 

The project is now active and the workflow is complete. 
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Session 7: 
Exploring Process Definition 
& Maintenance 
 

This session summarises the various options that are available to you for 
more advanced workflow, for configuring the items that make up workflow 
processes, and for maintaining and managing existing workflow process 
definitions. It covers: 

• Looking at the workflow enquiry. 

• Looking at some additional palette shapes. 

• Looking at workflow process maintenance. 

By the end of this session you should have a firm understanding of some of 
the workflow configuration and maintenance options that are available in 
ABW. 

 

Key learning points: 

Understanding how to run the Workflow enquiry. 

Understanding some of the key shapes that are available for 
mapping and configuring workflow processes. 

Understanding options that are available for maintaining workflow 
maps. 

Understanding how to export and import workflow maps. 
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Workflow Enquiry 

New to this version of ABW is the Workflow enquiry window.  Use this 
enquiry window to enquire on all element types. This enquiry window is 
available in both Smart Client and Self service. 

1. Display the Workflow enquiry window: 

 Select Common | Workflow | Workflow enquiry: 

 

 Displayed is a list of all element types and the number of active 
items in them. 

2. Zoom on the Open customer invoices element type: 

 Select Zoom ( ). 

 Displayed is a list of all items currently in workflow for that 
element type. 
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NOTE: As all workflow items are complete the results are blank. 

3. Display the historical items for this element type: 

 Select the Historical checkbox. 

 Select Load ( ). 

 Displayed is a list of all historical items for that element type: 

 

 The Map ( ) option allows you to see the direction that 
transaction took through workflow. 

4. Close the enquiry window. 
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Looking at palette shapes 

There are a number of palette shapes that you can use to configure 
workflows to your requirements in the Process definition window, including: 

• Start node. 

• Delay point. 

• OR-split. 

• User step. 

• System step. 

These are summarised only on the next few pages, for the purposes of this 
basics course.  

All of the workflow shapes are available from a palette which you can 
display in the Menu pane of the Process definition window. 

1. Display the Process definition window: 

 Select Common | Workflow | Process definition.  

Select a Process. 

2. Display the Palette: 

 Select Palette in the Menu pane: 
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Palette shape: Start node 

You use a Start node to map the start of a workflow process, and to define 
the general properties of a workflow: 

 

 

NOTE: The following property field for a workflow start node: 

• Use as sub-process only – this can be checked to use an 
element type more than once. The sub-process would be part of 
a main process. However, any redistribution required as a result 
of amendments to the data, can only be re-distributed within the 
sub-process, i.e. there is no way ‘back in’ to the main process. 

• Leave workflow status unchanged - this option applies to the 
element type Personnel only. Indicates whether or not this 
process is to leave the workflow status unchanged. 

• Master file approval - this checkbox indicates whether or not 
this process will be used for approving data in master files for the 
selected element type. 

• History tab – shows previous versions and Comments box for 
each. 
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Palette shape: Delay point 

You use a Delay point in a workflow map to insert a point in a workflow 
process where you want the ABW system to wait for input before 
continuing the workflow process. An example is a customer invoice 
reminder, where the system keeps track of whether a second reminder 
should be issued after a certain period of time. 

A delay node is required for any process relating to a master file (except 
personnel/resources). It is also used when items need to be picked up into 
workflow, e.g. Open items waiting for a date to occur.  

 

 

NOTE: The following property fields for a workflow delay point: 

• New items only – determines if this step will include new items 
only (or all items that exist) when this process is committed. 

• Additional delay, following the end of the previous step: 

• Number – specifies the number of time units that should 
elapse after the previous step has finished, for example 
30 days. 

• Time unit - days/hours/minutes/weeks. 
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Palette shape: OR-split 

You use an OR-split in a workflow map to insert a point in a workflow 
process where a single thread of control makes a decision upon which 
branch to take when it encounters multiple alternative branches in the 
workflow. 

 

 

NOTE: The following for an OR-split: 

• Each OR-spilt can have multiple OR branches, but must have one 
ELSE branch. 

• If more than one criteria line is used within an OR-split, AND is 
applied (this can also be done as part of distribution rules). 

• Different tabs are available to configure each type of branch that 
emanates from an OR-split: 

OR-split setup for OR branch 

 

An OR-split can be based on Action in previous step (for 
example a rejection of an invoice) and can also be Rolled 
Back, in which case you need to specify an appropriate 
Recipient in Distribution in target. 
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OR-split setup for ELSE branch. 

 

 

Palette shape: User step 

You use a User step in a workflow map to insert a point in a workflow 
process where you want one or more users to carry out actions in a 
specified window. You specify the particular ABW users that need to carry 
out actions by configuring one or more distribution rules: 

 

 

NOTE: The following property fields for a workflow user step: 

• Action overview on first level – previously known as Action 
overview - transaction level, indicates whether the tasks on this 
step should be added to the Action overview pane in the 
transaction windows. 

• Action overview on second level – previously known as Action 
overview - master file level, indicates whether the tasks on this 
step should be added to the Action overview pane in master files. 

• Step available for manual use - this option is only relevant for 
steps that are connected to windows with the Action overview 
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pane. Indicates whether the step should be available for manual 
use as a new workflow task in Action overview any time in the 
process. 

• Pause distribution after step - the distribution that follows this 
step is paused and not displayed in the workflow map.  Select 
this option if you want to use a distributor type of role. 

• Included in single user involvement check - indicates 
whether this step is included in the check on single user 
involvement performed by the workflow system.  For steps where 
it is immaterial whether the user handling this is the same as the 
one who is involved in other steps, you should clear this check 
box. 

• Perform single user involvement check after step - 
Indicates whether or not you want the system to check on single 
user involvement after this step has finished. 

In addition to the Step setup properties, tabs are available: 

Actions tab 

 

The Actions tab fields include (not entire list): 

• Approve/reject - move the item forward in workflow (reject is a 
negative action and will require a comment from the rejecter). 

• Split – splits the requisition or invoice lines to different 
recipients. 

• Escalate – sends the item back to a supervisor who needs to be 
set up (otherwise the item is sent to Items to follow up). 

• Park – parks the items (this could be used in conjunction with 
deadlines to send out a reminder). 

• Abort – sends the item to Items to follow up.  
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• Manual distribution – opens up the Manual distribution window 
in addition to others. 

• Inform - sends a message to other ABW users (that are part of 
the For your information category selected in Process 
definition) about the workflow task you are working on. 

NOTE: User defined actions can also be set up (in addition to the above). 

 

NOTE: The following property fields for a workflow delay point: 

• Automatic approval – items are automatically approved when 
they are distributed to the person who initiated them, provided 
they fall within the defined limits in Workflow user information for 
initiated items and allocated costs. 

• Two-step approval – this checkbox handles cases where two 
consecutive steps are assigned to one single approver. The 
second step will be automatically approved. 

• Exclude manual approvers from Two-step approval – this 
checkbox is available only when the Two-step approval checkbox 
is selected.  It controls whether or not manual approvers are 
excluded from two-step approval. 
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Recipients tab 

 

This can be used to restrict the list of available users and roles when: 

• Manually distributing an item. 

• Informing other users (For your information). 

• Forwarding items to other users. 

Deadlines tab 

 

NOTE: 

• You can use this to put in a reminder/default, if a user does not 
complete a step. 

• The deadline can be based on a task (to go to the specified user 
for the transaction) or a step (to go to all users within that step). 

• You can set up multiple rows for deadlines (based on data 
criteria) from the columns in the element types. 

• Alert templates need to be set up as the media is chosen from 
the User master file. 
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• If the P column is ticked, escalations will also be performed on 
Parked items. 

Settings 

 

NOTE: 

• Change Handling: 

This determines whether or not a user is allowed to change data as part of their 
task. If so, how should workflow deal with any changes made? 

This can be used in conjunction with the Log Value column in the Element Type 
Details to highlight why it has been sent back to a user and also with the New 
Distribution Column (also in the Element Type Details) to set whether a 
distribution is done if the value has gone up or down or just changed. 

• Approval options: 

• Allow processing on header level - indicates whether 
or not users are allowed to process this step based on 
header information only. 

• Display entire transaction - indicates whether or not 
the entire transaction is displayed for the relevant users. 
Select this checkbox if you want users to see for example 
split rows that have been sent to others for approval. 
Rows that belong to other users are displayed in read-only 
mode.  

NOTE: There is no data control applied to this option. This means users may 
potentially see data they would normally be prevented from seeing, unless you 
make sure that your distribution rule is in line with the data control in effect.  
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• User validation on save - defines the type of validation 
that is going to be used when you save the step. 

• Advanced mode - controls how the approval windows 
are opened. 

• Disable simple mode - requires that advanced mode is 
selected. 

• Step instructions - you may use this field to enter 
advices and details related to the various steps.  

NOTE: For some element types such as Requisition and Supplier Invoice there 
is an extra tab called Specific properties: 

 

The option on this tab is used to force Requisition and/or Supplier workflow 
windows to validate a user’s entries against the account rules. 
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Palette shape: System step 

You use a System step in a workflow map to insert a point in a workflow 
process where you want ABW to run a server process, for example to 
generate a statement of accounts if an invoice is generated that exceeds a 
particular value: 

 

 

The options in this window are similar to those in the Step setup tab in the 
User Step. 

In addition, there may be a Specific properties tab, depending upon the 
Element type selected on the Start node. 

NOTE: 

• Step options: 

• Pause distribution after step - as per the user step. 

• Included in single user involvement check - not used in 
system steps. 

• Perform single user involvement check after step - not 
used in system steps. 

NOTE: Any steps taken by the system will have the user ‘system’ allocated 
to them, rather than the user logged into ABW.  



Session 7: Exploring Process Definition & Maintenance  UNIT4 Training Services 
 

Version 561.2  137 

Notes 

 

Looking at workflow process maintenance: 

Various facilities are available to help you maintain the workflow processes 
that you map in ABW, including: 

• The shape options menu. 

• The process options menu. 

• Workflow import and export. 

• Copying data between companies. 

 

Looking at the shape options menu 

You can access a shape options menu when defining a workflow process to 
display additional options for creating and maintaining workflow maps. 

These are available by using the right hand mouse button or Tools | Shape 
options, but not from the Palette tab: 

 Select Tools | Shape options (or click the right mouse button on 
the workflow map): 

 

The menu options are (not entire list): 

• Add line pivot – allows you to add a pivot to a connector line, 
you can drag the pivot to adjust the line position on the map 

• Set line colour – allows you to define the colour of a line 
connecting two shapes. 

• Delete shape – deletes the currently selected item from the 
workflow map. 
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NOTE: The three options discussed above are only activated once an item 
is select from the process definition map. 

 

Looking at the process options menu 

You can access the process options menu when defining a workflow process 
to display additional options for creating and maintaining workflow maps. 

You can display the process options menu when mapping a workflow in the 
Process definition window: 

 Select Tools | Process options: 

 

Key menu options include: 

• Delete – deletes a draft process (i.e. a process which is not 
committed) which is currently selected in the process tree.  

• Delete all versions of process – deletes all versions of a 
process (draft, committed and historic) from the process tree. 

• Rename – renames the currently selected process in the process 
tree. 
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Exporting and importing workflow processes 

You can export and import workflow processes to transfer workflow maps 
between ABW systems, for example to transfer workflow processes 
between different clients. 

Exporting a workflow process saves the details of a workflow map to a file 
which you can then import into another ABW system or client. 

NOTE: Exporting and importing a workflow process only transfers the 
workflow map – it does NOT transfer the underlying configuration of each 
of the workflow map items. 

You export a workflow process from within the Process definition window. 

1. Display the Process options menu and highlight the relevant 
workflow process and start the export process: 

 Right click for Tools options | Save as … (or select File | Save As): 

 

2. Specify an export filename, and export the workflow: 

 Enter a file name for the process map. 

 Click Save. 

NOTE: Workflow maps that you export from ABW are saved with a 
.AWP (ABW Workflow Process) file extension. 
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3. Acknowledge completion of the export process: 

 Click OK. 

You import a workflow process into ABW using the Process definition 
window (the import process imports workflow maps that have been 
exported from ABW to an AWP file). 

1. Create a new process with a name. 

2. Highlight the newly created workflow process and start the import 
process: 

 Right click for Tools options | Open… (or select File | Open). 

 Browse to and highlight a workflow process file for import: 

 

3. Confirm the file, and start the import: 

 Click Open. 

 Confirmation of the import is displayed when complete: 

 

4. Acknowledge completion of the import process: 

 Click OK. 
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NOTE: You should now save the process. 

Copying data between companies 

In addition to exporting and importing workflow process diagrams, you can 
also copy workflow processes across clients. 

You copy data between companies in ABW using the Copying data between 
companies window: 

1. Display the Copying data between companies window: 

 Select Settings | System Administration | Setting up a new 
company | Copying data between companies. 

Select the Tables tab. 

 

You can use this window to copy: 

• The workflow process diagram (this includes both the map and 
the detailed information). 

• Distribution rules.  

• Any alternatives that you have set up. 

2. Close the window. 
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Creating User Defined Actions 

Every user step must have at least one action. There are a number of 
predefined Actions which exist in ABW and can be selected as an outcome 
to a user step however it is also possible to create your own. 

1. Display the User Defined Actions window: 

 Select Settings | System Administration | System Setup | 
Workflow | User defined action. 

 Enter a new Row. 

 

• Action Code – A unique alphanumeric code for the action, 3 - 6 
characters in length. 

• Description – Description of the Action which will be visible in 
the user step and the task sent to the user. 

• Behaviour - The behaviour of the action. Valid values are: 

• Positive – the item is processed further. 

• Negative – the item is taken out of the step and the 
system checks the process to find its further treatment. 

• General - Indicates whether or not this is a general action that 
can be used in any process as opposed to just one element type. 

• Element Type - The element type for which this user defined 
action is to be used. 

• Automatic action - Enables the action to be selected as an 
automatic action during Based on settings in or splits etc. 

• In Use - Indicates whether or not the action is in use in an active 
process. 
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Workflow system setup parameters 

Earlier in the course we saw how the Task List option in the Element Type 
Details window can control what information is passed to a user’s task list 
during workflow. 

On occasion you may wish to control the task list display options by the 
window the user is using, rather than at element type level.  If this is the 
case the system setup parameter WF_TASKLIST, can be used to achieve 
this. 

You configure the WF_TASKLIST parameter using the System setup values 
window in ABW: 

1. Display the System setup values window: 

 Select Settings | System Administration | System Setup |System 
parameters | System setup values: 

 

2. Search for and display the parameter details: 

 

Note these fields: 

• Text 1 - the screen description, for example TTS025 (Timesheet 
entry) and TTS081 (Timesheet approval). This should be 
available for all Topgen screens. 
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• Text 2 - where you specify which columns from the element 
types are to be available in the task list. The Text2 field 
determines the element type columns that are available. 
Therefore note that any columns used here also need to be 
selected in the Task column for the appropriate Element type. 

 

Workflow parameters 

Below is the current list of workflow parameters that may be used to 
control the workflow module: 

1. Navigate to and open the workflow system parameters window: 

 Select Agresso Common | Workflow | Fixed Registers |System 
parameters – Workflow: 

 

Parameter Name Purpose 

VP10_SHOW_MAN_DIST 

(Common Parameter) 

This controls whether a manual 
distribution screen should 
automatically display in the VP10 
screen when saving a workflow 
transaction. 

SHOW_MAN_DIST ABW 5.4 only. 

VP10_NOT_DISTRIBUTE ABW 5.4 only. 

WF_DEADLN_FACTOR This system parameter is used to 
determine when a workflow deadline is 
to be checked. The length of a deadline 
defined in a workflow process is divided 
with the deadline factor defined for this 
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system parameter to determine when 
it is to be checked.  

Example: If the deadline factor is 24 
and the defined deadline is 8 hours 
after the user has received a task, this 
deadline is to be checked every 20 
minutes (8*60/24=20). 

WF_DEADLN_LOWER_THRESHOLD This system parameter is used to 
determine when a workflow deadline is 
to be checked. For deadlines that are 
checked frequently, you state a lower 
threshold using this system parameter. 

Example: If the deadline factor is 24 
and the defined deadline is 1 hour, the 
deadline would normally be checked 
every 2.5 minutes. With a lower 
threshold of 5, the deadline is checked 
every 5 minutes only.  

WF_DEADLN_NIGHTLY_CHECK This system parameter is used to 
define the time of night at which 
workflow deadlines defined using 
WF_DEADLN_UPPER_THRESHOLD are 
to be run.  

WF_DEADLN_UPPER_THRESHOLD This system parameter is used to 
determine when a workflow deadline is 
to be checked. For deadlines that are 
checked less frequently, you state an 
upper threshold using this system 
parameter. The time of night at which 
this check is to be run is defined using 
the system parameter 
WF_DEADLN_NIGHTLY_CHECK. 

Example: If the deadline factor is 24 
and the defined deadline is 2 days, the 
deadline would normally be checked 
every 2 hours (2 days*24 hours/24 
factor).  With an upper threshold of 60 
minutes the deadline is checked once 
per 24 hours (at the time defined in 
WF_DEADLN_NIGHTLY_CHECK). 

WF_DEADLN_WORKSCHEDULE This system parameter is used to 
define whether or not to use company 
work schedules to calculate deadlines 
in workflow processes, and to indicate 
which schedule to use.  

The system calculates the deadline 
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then checks it against the defined 
company work schedule.  Should the 
deadline fall on a holiday, the system 
moves it to the first work day.   

WF_MANUAL_DISTRIBUTION This system parameter is used to 
define whether or not each step in a 
workflow process must be linked to a 
user or role when you save manual 
distribution values for a workflow item. 
Note that this parameter has no effect 
unless the common parameter 
VP10_SHOW_MAN_DIST is activated.  

WF_NO_AUTOAPPR_MD This parameter is used to exclude 
manually added authorisers in two step 
approval. 

When the parameter is activated 
manually added authorisers will be 
excluded from the two step approval 
and the user will receive the task 
twice. 

WF_PO_USEFA ABW 5.4 only. 

WF_PWD_TIMEOUT This system parameter is used to 
determine the number of minutes 
before a workflow process step defined 
with password validation times out and 
requires the user to re-enter his or her 
password on save. Password validation 
is an important security measure to 
prevent unwanted changes, for 
example during an approval process.  

WF_RULES_TRANSFER ABW 5.4 only. 

WF_SHOW_GROUPINFO_IN_LOG This system parameter determines 
whether or not role information is 
shown in the workflow log section in 
the approval windows. 

WF_SHOW_USERID_IN_DESCR This system parameter is used to 
indicate whether or not lists with 
workflow users are displayed with the 
user ID in parenthesis.  

WF_SUPERVISORS This system parameter is used to 
define which workflow role/users will 
be available when you set up 
supervisors in Workflow user 
information using the From list option – 
i.e. only the users in a defined 
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workflow role are available as 
substitutes when you use the From list 
option in Workflow user information. 

WF_TASKLIST_DISPLAY_ALL This is used to support for both 
grouping of tasks and display all tasks 
in the workflow task list. 

This feature is implemented for the 
following element types: Supplier 
Invoice, Purchase Invoice, Contract 
Invoice, Purchase Order, Requisition, 
Sales Order and Credit Invoice. 
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Course Review 
 

This session reviews the main elements of the course and covers the 
objectives of the course and the key learning points from each session. 

 

Objectives of the course 

The objectives of the course are to help you: 

• Understand the concept of workflow and how you can use it in 
ABW. 

• Understand some of the practical applications of workflow.  

• Understand how workflow operates in ABW. 

• Understand what you need to set up in ABW before you can 
create a workflow. 

• Understand how you create and configure a basic workflow in 
ABW. 

• Understand how you can integrate ABW action management 
functionality with workflow to allow you to create workflows for 
automated management and distribution of tasks. 

• Understand how you set up and configure advanced workflows 
for your particular business requirements. 

• Understand the concept of master file approval. 

• Understand ABW facilities for creating, mapping, and maintaining 
workflows. 



UNIT4 Training Services  Course Review 
 

150  Version 561.2 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Key learning points 

Remind yourself of the key leaning points for each session: 

 

Session 1 – An Overview of Workflow 

• Understanding processes in ABW. 

• Understanding the purpose of workflow in ABW. 

• Understanding a workflow process. 

• Understanding key workflow concepts. 

• Understanding issues of which you need to be aware before 
setting up and using a workflow in ABW. 

 

Session 2 – Looking at an Example Workflow 

• Understanding how workflow operates in ABW. 

• Understanding how to display workflow maps that show the 
routing of an item through the workflow. 

 

Session 3 – Creating a Basic Workflow 

• Understanding element types to set up the way in which a 
workflow item is handled by the workflow process. 

• Understanding how you model and define a workflow in ABW. 

• Understanding the process for creating, mapping, and configuring 
a workflow in ABW. 

• Understanding the ABW enquiry facilities that are useful for 
workflows. 
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Session 4 – Enhancing Workflow Setup 

• Understanding how to define rules for the distribution of workflow 
items. 

• Understanding how you can use roles or users as the basis for 
routing items within a workflow. 

• Understanding how you can use relations as a basis for routing 
items within workflow. 

• Understanding action overview and how you use it with workflow. 

• Understanding how to set up element types and distribution rules 
for action management. 

• Understanding how to define a user step in a workflow process to 
automatically send a task to an ABW user. 

 

Session 5 – Exploring Enhanced Workflow Setup 

• Understanding of task owner substitution. 

• Understanding of how to setup deadlines within User steps. 

• Understanding aggregation for element types. 

• Understanding the ways in which you can configure element 
types to help you develop workflows. 

• Understanding the ways in which you can configure distribution 
rules to help you develop workflows. 

 

Session 6 – Master File Workflow Approval 

• Understanding the concept of Master file approval. 

• Understanding the process of draft project approval. 
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Session 7 – Exploring Process Definition & Maintenance 

• Understanding how to run the Workflow enquiry. 

• Understanding some of the key shapes that are available for 
mapping and configuring workflow processes. 

• Understanding options that are available for maintaining 
workflow maps. 

• Understanding how to export and import workflow maps. 

 

Course evaluation form 

Don’t forget to complete the form and hand it to your trainer. 
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