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Introduction

Structure
The goal of this user manual is to explain the functions of the ELO Workflow Client.
Introduction

The first chapter contains the copyright notices, as well as general information about using the
manual and an overview of the chapter content.

Basics

This chapter explains the basics of the ELO Workflow Client. Read this chapter to acquire basic
knowledge of the program.

Functions

This chapter contains examples to quickly familiarize you with the most important user-controlled
actions. Read this chapter to acquire basic knowledge of the program.

Tips and tricks

This chapter contains useful tips for using the ELO Workflow Client. Use this chapter for reference.
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Basics

The ELO Workflow Client is an ELO client for approving workflows.

Tasks appear in your task list. You can see which tasks have been escalated, the priority level, and
other important data. You can edit tasks for different entry types. For example, if a task is part of a
folder entry, you can navigate the folder hierarchy. The ELO Workflow Client allows you to process
form-based tasks.

This chapter covers the following topics:

* Installation
* Program interface

Installation

The ELO Workflow Client installs automatically with your license. The ELO Workflow Client does not
have to be installed separately.

Access to the ELO Workflow Client works through a URL. You can create a desktop shortcut to the
URL or bookmark it in your browser. The URL is provided by your administrator.

Start ELO Workflow Client

To start the ELO Workflow Client, enter the URL in your browser.

ELOenterprise
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Enter your logon credentials. If you have been given a temporary password to log on with, change
it during the first session using the Change password function.

Information

If you have forgotten your password, contact your system administrator.

Functional roles

You can enable functional roles, if needed

(JOPT_GRP_STANDARD

(] Save selection and don't ask again

—

If functional roles have been defined for you, you can enable or disable them here.

If you disable your functional roles, all access and user rights associated with the role cannot be
used during the session. This makes it easier to navigate the program and allows you to focus on
tasks beyond the scope of the role.



ELO Workflow Client

Program interface

ELO Workflow Client
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The program interface of the ELO Workflow Client comprises the following areas:

1 Task list

2 Ribbon

3 User menu

4 Views (Form/Entry)

5 Views (Document/Full text)
6 Feed

7 Viewer pane

Program interface in detail

This chapter explains the different areas of the program interface. When the documentation refers
to an entry, it is referring to either a document or a folder.
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Task list

The task list contains all workflows. You will see all workflows you are involved in. If you set a check
mark in Group tasks, you also see the workflows assigned to a group that you are a member of.

You can recognize a group task by the gray box containing the name of the group to the left of the
workflow name.

Tasks Group tasks
g% First check u | N
Incoming | =
Date 05/29/2020 2:37 A
i node 1 u )

Date 06/04/2020 2:25 AM

&b Approval A UK

Invoices

Date 06/05/2020 5:03 AM

You can recognize a new task by the blue vertical bar to the left of the task and the bold title.
A task contains the following information:

e Workflow title
* Entry title
* Workflow creation date

In addition, icons underline the following aspects:

* Entry type, e.g. Word or PDF document, an e-mail, or a scanned document
» Workflow priority, e.g. A, B, or C

* An escalated workflow is denoted with a red icon with a white exclamation mark and a due
date

Ribbon

You can access all the functions you need to process your workflows on the ribbon.

Refrach ) A _ Q A ~ _ )
@ Refres ¢ Forward workflow ¥ 8 Delegate workflow  @Re Return workflow E Save as

These functions are:

* Refresh
e Forward workflow
» Accept workflow
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Delegate workflow
¢ Return workflow
e Save as

User menu

You can log off or change your password in the user menu.

Views (Form/Entry)

You can switch between the views with the Form and Entry buttons. If you select a form task, the
form is displayed in the viewer pane. To switch to the entry, select the Entry button.

Views (Document/Full text)

You can switch between the views with the Document and Full text buttons. If you select an entry,
the document is displayed in the viewer pane. To switch to the full text view, select the Full text
button.

0

Feed

The feed allows you to communicate with your colleagues about the task and the corresponding
entry in the ELO Workflow Client.

This is where you get all important information relating to your workflow entry. The feed contains
the following message types:

* Posts written by you or another user

* Comments on a post

* Polls

* Events, e.g. when a new version of a document is filed or changes are made to the working
version
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Information

Lreate a pos

9!’ Cole
gy Please check!

#|TContract
@OPT_GRP_STANDARD

28 minutes ago - edited

Lcomment

Santini
Please check!
#0rderCole
@uFﬁP_F’OST

Jund 3 m— ?::?j;z AM - edited

9 e

“ Donel Everythlngls okay.

N90 228

Jun4,2020, 3:38 AM

Administrator created a new folder.

With form-based tasks, the feed is only displayed if you selected the Entry button in the top
right corner. If you selected the Form view, the form and other actions are displayed in the

viewer pane.

1 Create post: Use the Create a post field to write one or more posts related to an entry in your
task list. To submit a post, use the Create button or the keyboard shortcut CTRL+ENTER.

P2 DY B

L_reate a post

I Information
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I You cannot delete posts you have submitted.

New posts are marked with a green dot in front of the author's name.

Format the text in posts and comments with the following syntax:

Bold: Place an asterisk (*) at the beginning and end of the text section you want to highlight.
* Enter: | would like to stress this again.

* Result in the feed: | would like to stress this again.

Information

If you want the asterisk to appear as a character in the text, enter a backslash before the
asterisk.

2 Search feed: Use the Search feed button to search the feed for posts, users, or hashtags related
to the respective entry.

Pl Y B

3 Subscribe to feed: Click the Subscribe button to subscribe to a feed for an entry.

PIHY B

Please note

Your subscription to a feed related to a specific workflow is limited to the period in which the
workflow is assigned to you. Once you have forwarded the workflow, you will no longer see
the feed you subscribed to.

4 Show filter options: Click the Show filter button to view filter options. You can filter the feed posts
of the respective entry by users or post types. You can also see which filters are active when the
filter options are hidden. Hide or show the filter options by clicking the button again.
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P NNY|E

You can negate the filters. All filters are applied in is mode. Click the word js to the right of the filter
category to switch to is not mode.

5 Show metadata: Click the Show metadata button to view the metadata of the respective entry.
The type of entry is not relevant.

2D YIE

In addition to the form, you see other information, such as the invoice number, customer number,
and order date of invoices.

6 Create poll: Use the speech bubble icon to create polls. Enter the question and any number of
possible answers in the input fields. You can also specify how long the poll should stay open and
make additional configurations by ticking the appropriate check boxes under Show additional
options.

2 DY B

7 Edit post: Use the pencil icon to edit a post you have already created.

ole 4

Fr €
n Please check!

@0OPT_GRP_STANDARL

After you have edited a post or comment, you can view the feed history. Click the edited button
that appears below your post.
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9'; ® Cole

gy Done! Everythingis okay.
#|TContract

Jun4,2020, 3:38 AM - [edite

Feed history

Last edited: 2 minutes ago

Done! Everything is okay.

Jun 4,2020, 3:38 AM

Changes to the post are indicated by a green dot in front of the name of the user who created or
modified the post.

8 Enter comment: Click the Comment button to comment on your own posts or other users' posts

9!’ Cole 7
gy Please check!
#ITContract

@OPT_GRP_STANDARD

4 minutes ago - edited

Comment

The comment function has additional functions:

2N Y B

B[ ==

1 Mention user: Click the Mention user button to tag other users in your post. Alternatively, you
can enter the @ symbol using the keyboard.
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P2 DN Y B

Create a post

2 Reference entry: With the Reference entry button, you can link to other posts in your post.
Alternatively, you can enter the > symbol using the keyboard.

P2 DN Y B

Create a post

Information

You can only reference an entry if the task contains a folder.
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Reference

Select an entry you want to reference.

Selected entry: Invoices

Invoices

Name
[ Invoice expected
Anderson
Date 01/05/2016 6:08 AM
[ Invoice received
Anderson
Date 01/05/2016 6:07 AM
[ Invoice expected
Anderson
Date 04/01/2016 7:11 AM
[ Project data
Administrator
Date 03/09/2015 4:00 PM

) EX10_20170201_Invoice_Heinzelmann

Anderson
Date 07/31/2017 4:19 AM

#) EX10 2017-03-16-Invoice Waldschmidt

Please note

E-mail

Version 1

E-mail

Version 1

E-mail

Version 1

Basic Entry

Version

Invoice

Version 1

Cancel

You can create a reference and see references created by other users but you are not able
to access them. If you click on a reference, the following error message appears.
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Reference

o This client cannot resolve references.

3 Insert hashtag: Use the Insert hashtag button to add one or more hashtags to your post.
Alternatively, you can enter the # symbol using the keyboard.

2N Y B

4 Restrict visibility: Use the Restrict visibility button to restrict the post to specific groups. The
visibility settings for a comment are bound to the visibility settings for the commented post, which
is why you are unable to change the visibility settings for comments.

2N Y B

Additional information is displayed in the area above the input field.

XY is editing the entry: This tells you that another user with access to the repository is editing the
entry.
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o
Q
<
[ul

@ Byteis editing the entry.

Information

You will not get any notifications in the ELO Workflow Client if entries that are part of a
workflow in your task list are being edited. This information is only displayed if another user
with access to the repository is currently editing the entry.

Viewer pane

In the viewer pane, you will see the entry associated with the selected workflow.
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Invoice Contelo

-~
Digital Office
ELO Digital Office GmbH
Helbrenner St 150
D-70191 Stugant
nlofelo com
+43 (711) BOB08S-0
Invoice
Invoice number 2010100
Qruer date 03012010 Dae 10102/2013
Customer advisar  Felix Unger Qrgder number 2010.01 03100
Cantacipersen  Sanam Renz Cusiomernumber 11100
Pos. =m0 Desonpeon Guormy Unit price “et VAY VAT amowt Gross
1 ADOPOEM ELOofce Wochue 50 onse y0e "we rae e
2 ADO MM CLOprwonsongd techue w 1%e one e Lme o«
3 AMOPESN ELOerteqse rochure w0 1%¢ nwoe W TRe 11008€
4 ANOBAPEND ELO pan 20 156 s me "we wmEe 108 e
& AXOQUADCe ELO reteped “wo 488 1800 s anns 28a e
Total am ot LI e «wrme AMe 03¢
Please transfer the invoice amount to our account
LW el com Ust-ld-Ne. DEB12471518 v

(o] [ EH

Image section

You can adjust the image section in the viewer pane with the three buttons at the bottom.
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[or] | o |

The following options are available for adjusting the image in the viewer pane:

* Zoom to 100%
* Fit image width to the frame
* Fit image size to the frame

Folder navigation

If a workflow in your task list is part of a folder entry, you can navigate the folder hierarchy. In this
case, you see the folder structure instead of the viewer pane. Click the respective entry to
navigate through the folder structure. To return to a previous level, use the list of individual levels
above the title of the document in the viewer pane. Click to go to the respective level.

Finance Invoices © 2020 ' C

Group tasks EX10_2020_Invoice_Contelo_1

-~

A o

Save as

If you select a task with a Word or Excel document from your task list, the following message
appears in the viewer pane:

roup tasks Letter - Renz Note
Cannot display document.

u =1 Save as

A=

The program suggests Save as here. Click the button. The document is downloaded and can be
opened in read-only mode.
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Information

If the task is part of a folder entry and you navigated to the document in this folder, the
saved document may differ from the selected task.

Please note

If you download and edit a document, the changes in the workflow document are NOT
visible in the ELO Workflow Client or to your colleagues. You CANNOT upload the modified
document back into the ELO Workflow Client.

The following error message may appear when you select a workflow from your task list:

Finance Invoices 2020 / C

Grouptasks | EX10_2020_Invoice_Contelo_1

-~

(A I

Document cannot be processed.
A J

(A I

Select the Save as button on the ribbon. The document is downloaded and you can open it in read-
only mode.

Text view

If you have workflows with entries with the file extension .txt, there are additional buttons in the
viewer pane. These buttons are in the bottom part of the viewer pane instead of the buttons for
the image section.

& A

You can choose between two options:



n ELO Workflow Client

Large text
* Small text




ELO Workflow Client

Functions

This chapter explains the different functions of the ELO Workflow Client in detail. You are guided

through the most important steps.

Accept workflow

To edit a workflow in the ELO Workflow Client, you must first accept the task. This prevents

multiple users from being able to work on the same workflow at the same time.

Information

The task has to be a group task.

1. Click on the workflow in your task list.

2. On the ribbon, select Accept workflow.

ELO Workflow Client

Tasks Group tasks

& Approval O D E o Accept the workflow to edit it

Customer data

& Collectideas Ao Insurance number

Insured person

Last name

[ A Ji
Street
Zip code
b Antrag erfassen D F | Damage
N R Fire () Hail () Landslide
Date 2018 5 Date of the accident
b under 5000€ aa
& node 1 Oa

Test_2 Adm

Date 10/18/2018 2:49 AM

The lock is removed and you can edit the task.

coe - [JA

Once you have accepted the task, it is removed from the task list of the other members of the

group. You can use the Return workflow function to undo this action.

If the Accept workflow button is grayed out, this can be for one of the following reasons:

* The workflow is not a group task.
* You have already accepted the workflow.

Delegate workflow

This function enables you to delegate the workflow to another user/group.

1. Click on the workflow in your task list.

2.
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On the ribbon, select Delegate workflow.

Delegate workflow

Select a user you want to delegate the following task to: Approval

Recipient

Name

Approval

() Notify after processing the node

3. In the dialog box, enter a recipient for the workflow.
The selected person/group is displayed in the dialog box. You can cancel your selection with X and

select a new person/group.

Information

You can only select one user/group.

Optional: You can change the default name according to your requirements.

You can optionally check the box next to Notify after processing the node. In this case, you will be
notified as soon as the person whom the workflow was delegated to has processed the workflow.

Once you have delegated the workflow, the task is removed from your task list.

Information

In the case of a group task, you do NOT have to accept the workflow first.

Forward workflow

When you have completed the workflow step, you can pass it on to the next user.
1. Click on the workflow in your task list.

2.



a ELO Workflow Client

On the ribbon, select Forward workflow.

FO I".‘t'al'd \;\'Ol’KﬂO‘.‘."

Approval

Forward workflow

() Approve
() Reject

3. Select one of the radio buttons Approve or Reject.

Alternative: You can forward the workflow via a standard form in the viewer pane if the
corresponding administrative settings have been made.

Once you have forwarded the workflow, the task is removed from your task list.

Information

In the case of a group task, you have to accept the workflow first.

If the Forward workflow button is grayed out, this can be for one of the following reasons:

* The workflow is a group task. In this case, you must accept the workflow first.
* The workflow is a form task. In this case, forward the workflow by clicking one of the buttons
on the form in the viewer pane.

Return workflow

This function enables you to return a group task that you have already accepted to the group.
1. Click on the workflow in your task list.

2. On the ribbon, select Return workflow.
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Return workflow

e Do you want to return the workflow to "Administrator"?

Information

After you return the workflow, it shows up as a new task in your list because you are a
member of the group that you returned the workflow to.

If the Return workflow button is grayed out, this can be for one of the following reasons:

* The workflow is not a group task.
* You have not accepted the group task.

Form task

You want to edit a form-based task and forward the workflow using the form.
1. Select the task from your task list.

The form is shown in the viewer pane.

Damage report

Customer data

Insurance number 4444577 Damage number | 557.002

Insured person | |

Last name First name

Street Nr.

Zip code City g
Damage

() Fire ([ Hail () Landslide () Flood () Other

Date of the accident

Next processing step

l Close ’

Save without passing forward

I Save \ | Print |
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Edit the form.

3. To forward the workflow, use the buttons below Next processing step.

Information

A form-based task can contain a completed form.

The workflow is forwarded to the next user and is removed from the task list.
If you cannot edit the form, this can be for the following reason:

* You received the workflow as part of a group so you have to accept it before you can forward
it.

Optional: You can save the task and form to the cache and edit it later on. You can also print the
form.

Unsaved changes

If you close the form without saving it, the following dialog box appears:

Unsaved changes

e Your changes have not been saved. Select an option:

* Continue editing

* Discard changes

Select one of the radio buttons Continue editing or Discard changes.
Change password

You want to change your password.
1. Click the user menu [your name].

2. Select Change password.
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Change password

Please enter your old password again and assign a new one. The application will restart if successful.

Old password

New password

Confirm new password

3. Complete the fields of the dialog box.

If you have forgotten your password, notify your system administrator.
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Tips and tricks

This chapter covers tips and tricks for using the ELO Workflow Client.
Refresh

New tasks will show up in your list of tasks if you refresh the list. Do this regularly to make sure
you don't miss any new tasks.

Information

When you do a refresh, ELO jumps to the top entry in the task list.

Views (Form/Entry)

You can switch between the views with the Form and Entry buttons.

Views (Document/Full text)

You can switch between the views with the Document and Full text buttons.
Viewer pane

If a document cannot be displayed in the viewer pane, you can save the document on your
computer and open it there.

Please note

If you download and edit a document, the changes in the workflow document are NOT
visible in the ELO Workflow Client or to your colleagues. You CANNOT upload the modified
document back into the ELO Workflow Client.

Escalated workflow

It is possible to set a time limit for tasks. If this time limit is reached before you complete the
workflow step, the task is escalated. You can see what time limit was set by the due date in the
task list. An overdue workflow features a red icon with a white exclamation mark in your task list.

Information

If the escalated workflow is a group task, you can hide it by removing the check mark.
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Feed

With form-based tasks, the feed is only displayed if you selected the Entry button in the top right
corner. If you selected the Form view button, the form and other actions are displayed in the
viewer pane.

You can recognize a new post by a green dot in front of the name of the author.

The feed is an important communication tool. You can see in the feed whether changes have been
made to the entry or if another user with access to the repository is editing the entry.

Please note

You do not receive any notifications. To see this information, you need to check the feed of
the respective workflow from your task list.

You can create a reference and see references created by other users in a post or comment.

Information

You cannot access the references in posts or comments.

You can subscribe to the feed for an entry in a workflow.

Please note

Your subscription to a feed related to a specific entry is limited to the period in which the
workflow is assigned to you. Once you have forwarded the workflow, you will no longer see
the feed you subscribed to.

Form task

A form task can contain a form that you can edit yourself or one that is already completed.

Be sure to save the changes in the form associated with a form-based task. You will get a reminder
when you close the form.

You need to forward form tasks with the buttons in the viewer pane, not with the Forward workflow
button on the ribbon.

Group tasks

Make sure that you enable the check mark for group tasks so that you see all workflows in your
task list.
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Inactive buttons

Not all buttons are active at the same time. Make sure that the following requirements are met:
Accept workflow: The workflow must be a group task.

Forward workflow: In the case of a group task, you have to accept the workflow first. With a form
task, forward the workflow by clicking one of the buttons on the form in the viewer pane.

Return workflow: The workflow must be a group task that you have already accepted.
Folder as part of a workflow

If a folder is part of a workflow in your task list, you can navigate between the individual levels in
this folder as normal.

To return to a previous level, use the list of individual levels above the viewer pane. The levels are
separated by slashes. Click to select a level.
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