MegrenDotNet | www.Megren.Net

Step-By-Step build Advanced InfoPath Form and SharePoint Designer Workflow

Workshop:

One the Request Form we will design a sample process of “Employee Vacation Request” with Approval

process workflow.

Required Tools:

e InfoPath 2010 Designer.
e SharePoint 2010 Enterprise environment.
e SharePoint 2010 Designer.

Steps:

On InfoPath Designer:

- Create New SharePoint Form Library and set the target SharePoint Site
- Create following objects on the Form:

1- Five Fields:

- RequestNumber (String).

- Justification (String) multi line Mandatory
- StartDate (Date). Mandatory

- EndDate (Date). Mandatory

2- Two Buttons:

- Submit.
- Cancel.

3- Three Views:

- Default View (Edit mode view & default view)

- Read Only View (If the form submitted all the controls will be on read only mode)

- Thanks View(After Submitting Request rule will switch to this view with Request Number)
- Add table and drag the mandatories fields created, final view of the form will be as below:
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Default View (edit mode) snapshot
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Start Date: 1/1/2012

=]
=]

End Date: 2/22/2012

lustification: [

Submit Cancel

Employee Vacation Request

How to add new view?

Ribbon menu >> Page Design >> New View

Wiews Page Layouts

Add new view with read only mode

Name it “ReadOnly”

Home Ihsert Page Design Data Developer Prop
i B 2] Mew Wiew| + :|
“Wiews 1 [default) - __’I P i B
8 i —ge Lavout
% Properties 2] Page Setup | Templates -

Remove the default table and copy the table and content form default view.

Now after copy the table to read only view set the read only property from the view properties

Harne Insert
o 2] Mews Wiew =
Read_Cnly - __Q Delete

2] Page Setup

é}\ Properties

Wiews

Page Design D

E
Page Layout

Templates =
Page Layouts
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Check “Read only” option then click on OK.

¥Yiew Properties

General IText Settings I Print Setkings I Page Setup

Wiew setkings
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Wiew name: |Read_0nly

[~ Set as default view

[v Show on the Yiew menu when Filling out this Form
[" Design view for InfoPath Filer only

v Read-only

Background

[ Use abackground color I Aukomnatic VI
[ Use abackground picture Browse. .. |

™| Tile hatizantally
[™ Tile wertically

Position: ILlpper Left vl

Layiout sekking

[ Use a custom lavout width For this Farm template

Custon ey ot width: |551 Ipx ,I
Farm direction: ILeFt-tD-Right 'I

[ shows scroll bars when necessary

Now on the read only view remove all the buttons and add new to close the form and set rule to close the form

So, the final view of read only will be like below snapshot:

Employee Vacation Request

End Date:

N -

o u]
u] Close
[m] m] O
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Now repeat same steps to create “Thank You View”

This view will contains only one calculated control of “Request Number” as request reference to inform the user
about his request.

Home Insert Page Design Data Developer Layout ] 5

e

== 4 calibri AEUIEAY. 5 % _ o =l =
& B 7 U- ®¥¥-A- >~ 5}&& # IF2 N

1)

Paste o — | i | e = Ciuick Caontrols &dd  Manage |Editing Preview

- == S (FEE| = ([Hd| styes~ - Rule™  Rules -
Clipboard Format Text Font Styles| Cantrals 1 Rules Faorm

= 5
L] “ | Fields * X
Drag a field to add it to the Form.
Th k Fields:
ank you
bomooooo o __3 ___________________ =l | myFields
your request reference |5| I T R e
Insert Calculated Yalue K E3 =l EmployeslD

= Justification
= StartDate
=] EndDate

Enter an ¥Path expression. The results of the expression will be displayed
control.

®Path:

'l
2 ok | cancelean Formulal

1- Add calculated control.
2- Insert from the formula from field “RequestNumber”.
3- Move the control after the text “Your request ....”

Publish the Form to SharePoint Server as a Form using the publishing wizard.

lIl. ] 5 3 | [Design] Form3 -
Haorme Insert Page Design Data Developer
H Save
Puhlish
@ Save A5
B open Publish form to current location
Update this form at its current publish location.
J Close
Publish location: Mot published,
Info
Recent
Publish form to a SharePoint Library
) Create or update a form library form on SharePoint,
MNew =+) P E
. Users can access this form online,
SharePaint
Print Server
Publish
L Publish form to a list of e-mail recipients
Help ) Create a new e-rnail message which contains this form,
4 Users rmust hawe InfoPath Filler to fill out the farm,
] Optians E-mail Use this option when recipients do not have access to SharePoint
farms,
9 Exit
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Add target SharePoint Site URL

‘ublishing Wizard e

[ Enable this form ko be filled out by using a browser
What do ywou want to create or modify?

* Form Library

Publish this Form template as a template in a Form library. & Farm
library stores Farms based on this Form termplate. Users can open
and Fill out Forms in the library. You can specify which Fields in the
template appear as columns in the library.

" Site Content Type {adwvanced)
A site content type allows this Form template to be used in multiple
libraries and sites. You can specify which fields in the template
appear as columns in the library,

™ Administrator-approved form kemplate {advanced)
Prepare this form kemplate for an adminiskrator approsval,

< Back | Mext = I Cancel

Create new Form Library.

Publishing Wizard EE

Wwhat do waou want to do?
¥ Create anew Form library
™ Update the farm template in an existing form library

Faorm library to update:

Marne | Description I =
Custamized Reparts This Document library has the tem...
Daocuments This system library was created by, ..

Drop OFF Library After their properties are filed ouk. ..

eee

Form Templates This library contains administrakor-. ..

Get Feedback

Images This system library was created by, .,
Mian_Image_Viewer_List

My images
s vt hd

< Back | Mesxt = I Cancel
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Name it “Vacation Request”

Publishing Wizard Ed

Type a name and description For this Form library,

Marme: I'-.-'au:atiu:-nRequest

Descripbion:

< Back Mext = Zancel
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Expose the fields to SharePoint

By adding following fields as columns on SharePoint Form Library

- “Request Number”
- “Start Date”

- “End Date”

- “Justification”

(I will explain this on SharePoint Designer Workflow step).

Publishing Wizard

i 3
The Figlds listed below will be available as columns in SharePoint sites and Cutlook,
folders.
Column Mame I Add. ..
Request Murmber
Remove I
Select a Field or Group EHE
Field to display as calumn:
[=I [ Z¢ mvFields =
| | Reguesthumber

—=| EmployveelD
= Justification

The Fields listed —| StartDate v
Sike calumn group:

Pararmeker Marm

I{Nu:une: Zreate new colurn in this library) j

Colurmn name:

IRequest Mumber

Fumckion:
| =]

[ allow users ko edit data in this Field by using a datasheet or properties page

(] 4 I Cancel

S

Connections & Rules:

We have to set the submit connection to save the form on the targeted library

Add new Data Connection:

T T
Horme Insert Page Design Crata Developer Froperties Layout
i = . : = = z e
—E‘g e Refresh Fields E Ly EEL =0 = E
= Tk ﬁJ - — s
— | Resource Files |— % |— J |—J - B =1 - —=
Showw From Wweb From From SharePoint From Cther Crata To To SharePoint  To Other =
Fields | [5& Defaultvalues Service = SharePoint List Server Sources - Conrnections E-mail Library Locations = O
Form Drata set External Data Submit Farm
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Use add connection wizard:

Submit data

Data Connection Wizard EE3

This wizard helps you specify a data connection to an external data source.,

¥ Create a new conneckion bo:
& Submit data
" Receive data

" Search For connections on a Microsoft SharePoint Server

< Back I Mexk = I Cancel

To a document Library

Data Connection Wizard EH

Select a destination Far submitting your data,

Haoww do wou wank ko subrit vour data?
" To a'Web service

¥ To a document library on a SharePaint site
= As an e-mail message

" To the hosting environment, such as an ASP.MET page o a hosting application

< Back | Mext = I Cancel |

Set the target for library and the name of the form to be saved on each request submitted
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On File name add “RequestNumber” form field:

Note: Request Number will calculate a unique ID which | will explain on next step

Data Connection Wizard EE

This wizard helps ywou specify a data connection For submitting the Farm to a document library
on a SharePoink site, The Form will be submitted with the file name specified belaw,

Document library:

Ihttp:,l',l'www.megren.net,l'vacatiu:unRequest,l'|
Example: btkp: [ faa, example, comgyourlibears:

File name:

IReguestNumber S |

Example: Skatus repork or concaki"Skatus Report - ", Figld1)

[ nllow overwrite if file exists

< Back | Mext = I Zancel

Give the connection any name and make it as default submit connection.

We have to change the submit option to leave the form open after submit because by default it set to close the
form after submit.
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Steps:
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Ribbon menu >> Data > Submit Options >> then expand advanced options >> change the value of after submit
to be “leave the form open”

=D = 35 E = =
= B 2B e |s £Q
To  ToiharePaint  To Other Subimit Farm Fule
E-mail Libirary Locations = Roptions Load Inspectar

Submit Options

Configure options For submitting this Form

v allow users to submit this form

{* Send Form data to a single deskination

IShareF‘u:uint docurnent library j

Chonse a data connection For submik;
IShareF‘Dint Library Subrnik j Add. .. | Manage. .. |

™ Perform custom action using Rules

" Perform custom action using Code Edit Code.., |

¥ Show the Submit button in both the Ribbeon and the Info tab in the InfoPath Fillsr,
Label: ISuI:-mit

¥ Show this message if the form submission Fails:

The Form cannok be submitted because of an errar,

™ Show this message if the form is submitted successfully:

The form was submitted successfully,

After submit:

Bdvanced <« | K, I Cancel
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On Form Load Rules
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1- Rule one:

Now we have to check when the form opening if it's new request or existed request

To switch the view either to edit mode or read only view.

Steps:

Under the data menu from ribbon menu >> click on Form Load

~y =]
=] A
Forrm Rule
Load Inspectar
Fules Roles
Form Load

Create rules that will run when the

rrm
form is opened,

Add new Action rule with condition

If the RequestNumber is not blank

Then run these actions:

Switch view to Read Only View

Important! Click on don’t run remaining rules option; to only execute this rule only if the condition is met and not
continue the rules (Break Action)

11
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The rule window will be like below snapshot

Rules * X
Form Load Ee] .:i? x
-3

Rule 1

Mewy

Dretails for
Rule 1

Condition:
Requesthumber is blank
Rule type:
Action
Run these actions:™ Add ™

Switch to wieww: Read_Only

¥ iDon't run rernaining rales if the condition of this rule is mets

2- Rule two:

Build and calculate the Request Number dynamically if it's new request.

By set following formula on the field “RequestNumber”

concat("Vacation", "-", userName(), "-", now())
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Steps
Add new Action without condition
Run these actions:

Set a field’s value

Rule Details

Ackion:

I ) Set a Field's value j

Field:

|ReguestNumber 5 |

Walue:

Icnncatf"\-‘acation =" useriamed), now))

So, on Form Load rules window will be like below

Rules > X
Form Load EE] .;ﬁ‘ E-] ><
-3

Rule 1

Rule 2 |

Mewy +

Cretails for:
Rule 2

Conditiaon:

Mone - Rule runs when form is opened

Rule type:
Action

Run these actions: ¥ Add *
Setafield's value: RequestMumber = concat™acation”, "-" userMame(], no...

Dion't run remaining rales if the condition of this rule is met
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Submit Rules:

On submit button we will save the Form data to SharePoint Library

Using the previous Data connection carted on above steps

Then switch the view to “Thank You View” which is crated to above steps as well
Steps:

Select the submit button then right click >> Properties

Under drop down Actions select “Rules and Custom Code” option.

Then Click “Ok”

Futton Properties ﬂ E

General |Size I advanced I Browser Ffarms

Eutkon
Ackion:
IRuIes and Custom Code j
Label:
| Subrmit il
1D
|cTRLZ_S

Edit Farm Cade. .. |

To set Rules For this button, on the Control Tools contextual kab, in
the Button group, click Rules,

Ok I Cancel Apply

Now click on form Ribbon menu >> Home >> Manage rules To show all the rules

=l | = ? elling = P
EV? dﬁ Spelling @

34 Find =
Add  |Manage| ..., Prewview
Rule = | Rules || S0 Select Al
Rules Editing Form

Manage Rules

Showe the Rules task pane ta
manage existing rules for this
cantral and to create new custom
rules,
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Now, select the button again then add new rule from the rules window
We can add condition to validate or we can leave it none.
Then under “Run these actions”:

e Add submit data action then select the pervious data connection created.
¢ Add switch view action to switch to “Thank you view” created above.

The final view will be like below snapshot:

Rules * X
Button: Submit Gz Gp @ X
=

Fule 1
Mew -
Details fon
Rule 1
Condition:
Mane - Rule runs when button is cicked
Fule type:
Actian
Run these actions:* Add
Submit using a data connection: Main submit -
Switch to views Thank ywou
Dan't run remaining rules if the candition of this rule is met

One options we have to consider it is the form ribbon menu has options which should be hide
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To hide it from The InfoPath designer >> File Menu >> Form Options

Form Options ﬂ
Categoary:
Web Browser . . . .
Filler Featur s The Following options apply when the Form is opened in a Web browser,
Cffline ser Interface Options
E-Mail Attachments —
Property Promation v Show InfaPath commands in Ribbon ar taalbar
D'g'ta! Signatures Wihien the Ribbon is unavailable
Security and Trust
Preview " Show toolbar ak the top of the Form
Erﬂgra';'_";"_lli_?g " Show toolbar at the bottom of the Form
amnpatibili
'u'ers!zu_luning v ¥ sShow toolbars at the top and boktamn of the Form
Advanced Show the Following commands:
¥ Submit
v Save
V¥ Save is
W Close
v iews
¥ Print Preview
[ Update
| (04 I Cancel

Publish the form File Menu >> click on Quick Public.

Congratulation, the InfoPath form level and we can test it from SharePoint by add new item on the Form library

and check the Request Number
It will generate number like below

Request Number: Vacation-Megren-2012-01-25T16:21:35

16
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SharePoint Designer 2010:
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We will design a Workflow to assign Approval Task Process to be associated with our pervious Vacation
Request library and customize the task form:

Steps:

Open SharePoint SPD and connect to the site contain the targeted document library = open workflow menu

form the side navigation window.

@ & G
List Reusable Site

Warkflowe = Workflow Wiorkflow
I ey

Mawvigation

Site Objects

fay Megren Home
=I Lists and Libraries

okl o
Site Pages
Site Assets
Content Types
Site Calumns
External Content Types
[rata Sources
Master Pages
Page Layouts
Site Groups
Subisites

Al Files

L = & (i (B @ oo eo E] B E @&

Form the ribbon menu click on List workflow and pick our Vacation Form library need to associate the workflow

on it.

Writ the workflow name and put the description.

17
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Workflow Editor Window will opened

{a} Mearen Home (¥ test_doc | (& Workflows [ (& test_emails * A 9

!

- ﬁMegren Harme p Warkflows ¢ test_emails ¢ Editar p

Step 1

(Start typing or use the Insert group in the Ribbon.)

From the ribbon menu add action = inside task action sector chose “Start Approval process’

* Else-If Branch ) @
4| Parallel Block v Iil

Step ) Fublizh - Expart

| Impersonation tep labally to Visio

Discard Check CutItem

Set Content &pproval Status

Set Field in Current Item

Indeclare Recard

Update List Item

Wait far Change in Document Check-Out Status

Wait far Field Change in Current Item
Relational Actions

Lookup Manager of a User
Task Actions

Assign a Form to a Group

Assign a To-do Item

Collect Drata fram a User

Start Approwval Process

Start Custom Task Process

Start Feedback Process
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We will see a new action added as a line on the workflow editor

Step 1

Start Approval () process on Current ke with these users

We’re going to set task process participants users, by clicking on “these users” link

And pick the users from SharePoint groups or single users.

Parficipants: ||

Select Task Process Participants

El IOneatatime iserial) j %I

oo |

Task Request

@

Title: |

Instructions:

o] 2

add or Change Lookup |

Duration per Task: I

Due Dake For Task Process: I

_I |pavisy x|
-] A

Cancel

o]

19
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In the first field add the participants IDs and there is an option to send the task to the users | in parallel or one

at time (sequential)

And here is shapshot for sequential approval task for 2 exists groups

From top to bottom

Select Users

Type a Mame ar E-mail Address: Selected Users:

I bdd == tHierarchy Managers
Approvers

O select from existing Users and Groups:

Peoplefaroups From SharePaint site.. a == Remove

Warkflow Lookop For a User, .,
Iser who created current item M L
Approvers
Designers Maorve Dot
Hierarchy Managers
Meqgren Home Members
Megren Hame Owners
Megren Horme Yisitors

LG

Quick, Deploy Users
Records Center Web Service Subrmith
Records Center Web Service Submittnﬂ

(0] 4 Cancel

So the task will be assigned to Hierarchy Managers group = if approved = Approvers group

No need to add any title or instructions but may you need to set the task duration time and due process date if
required.

Finally we need to trigger this workflow when an item added to the document library.
So, we have to click on Workflow settings form the ribbon menu.

Then under Start Options check box of start workflow automatically when item created as below

Start Options A

Change the start aptions far this workflow,

" Allowe thiz warkflowe to be manually started

r Bequire Manage List permissions
V¥ startworkflow automatically when an item is created
[T startweorkflow autamatically when an item is changed
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Save and publish the workflow from the ribbon menu.

You will noticed that after publishing a new Task form added on the workflow Forms

Start Options A

Change the start aptions far this workflow:,

7 Allowe thiz warkflow to be manually started

r Bequire Manage List permissions
[T startweorkflow automatically when an item is created
[T startweorkflow autamatically when an item is changed

Farms -

A list of the forms used by this workflow,
File Mame = "| Type T| Modified Date T|
[LE] get amnrnees Irikiation 1/23/2012 8:34 PM
Task 1/25/2012 5:56 PM

This form will be opened by approvers to approve the vacation request or reject it.

We can open it by click on it form the same window above.

Status

Requested By <e-tnail addressess ”Ei’”M |

Consolidated Comments

These are the comments of the requestor and all previous participants.

Due Date EI
Comments
This message will be included in your response.
Approve | Reject | Cancel Reassign Task

It has only requester Name and little information related to the task.
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You need to get the request data (Vacation Start Date, Vacation End Date and Justification)

How fetching Request’s Data to Form Task?

Steps:
On the Task Form add a new connection >> Data Menu >> Data Connection.

Choose receive data option

Status i
Data Connections x
—
Data conneckions For the Form template:
Conscli |Conkext Add... |
Chaices Data Conneckion
Data Connection Wizard E E |

This wizard helps wou specify a data connection ko an external data source.

¥ Create a new conneckion ko
" Submit data

¥ Receive data

™ Search for conmections on & Microsoft SharePaoint Server

= Bach | Mext = I Zancel
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Choose SharePoint Library or List

Data Connection Wizard E

Select the source of your data,

From where do wou want ko receive vour data?
= S08P Web service
" REST Web service
¢ sharePaint library or list
" Database (Microsoft SQL Server only)
%ML document

< Back. | Mt = I Zancel

Put the SharePoint site that has the Vacation Request form library

Data Connection Wizard H

SharePoint site details

Enter the location of the SharePoint site:

Ihttp:,l',l'www.megren.net,l’l

Example; http:ffserver site

< Back | Mext = I Cancel |
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Select the Vacation Request library

Data Connection Wizard K E=

The SharePoint site that wou selected has the Following lists and libraries you can use as wour
daka connection,

Select a list or library:
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—Description of list ar library:

Sike Collection Documents
Site Collection Help

Site Collection Images
Sike Pages

Solution Gallery

Skyle Library

Submitted E-mail Records
Suggested Content Browser Locations
Surveyl

Tasks
TaxonomyHiddenList
Tearmn Discussion

tesk
Test_Event_Receiver
test_spell

Theme Gallery

tkzz

User Information List
Users Maotes

acation Request

[

[

Form Library

< Back, | Mext = I Cancel

The following window shows us the available fields on the selected library

Data Connection Wizard

]|

The sharePoint list has the Following Fields that wou can select From,
Select figlds:

[ bocument_ID_Yalue {Document 10 Yalue)

] request_Mumber (Request Mumber)
[ uskification

[ start_mate {Skart Date)
[JEnd_Date {End Date)

J LM
[J created
[ created_By (Created By
] Modified
[ Modified_By (Modified By
[J copy_Source (Copy Source)
[ herked onik Ta fChacked Ok Tat

[ Include data For the active Farm only

Sort by IID
sort order: % Ascending

" Descending

< Back | Mext = I Cancel |
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Note: highlighted fields shown here because the previous step when initiating the Vacation Form we expose

these fields. We will select all of them plus the title field.

Keep store a copy option unchecked.

Data Connection Wizard K E

‘When a query accurs while warking with the Form in InfoPath, the returned data is stored
lacally For use in Qffline Maode.,

InfoPath can connect ko this data source now and skare the resulks in the form template For
offline use. This will enable users to access the data if they are warking with the Farm For the
First kime and there is no previousk stored data available,

Cffline data is accessible ko all users wha fill aut this form. This aption should not be selected iF
the data source contains sensitive infarmation.

[ Store a copy of the data in the form template

< Back Mext = Zancel
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On the last screen uncheck the automatically retrieve option then click on finish.

Important If checks this option it will bring all the requests and maybe affect the site performance!!!

Data Connection Wizard

Enter a name far this data connection:

I'-.-'au:atinn Request

[T Automatically retrieve data when form is opened

changes.

Make: wour Form will open more quickly iF you delay data queries until the daka is needed. Ta
do this, create a rule to query data when a button is clicked or when the value of a field

~ SUMAry

Type: Retrieve data
SharePoink sites hkkp: )
List: Yacation Request

= Back Finish

Cancel

We have the connection but we need to get only the currant task related request data.
If you remember what we have the request number as a unique value so we will use it
How to do that?

On the Task Form Load

Add rule to set vacation request connections to bring only the item which has the same tile of the task related.

Add new rule

Run these actions:

Set a field’s value of the new created connection query title field to be the currant task related task discretion
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Click the field to be set and click on show advanced view option

Rule Details

Ackion:
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I 2] 5et a field's valus

Field:

Select a Field or Group

(71|

Field

[aBl Status

$ Requested By

[abl Consolidated Cormments

ﬂ Due Date

[aBl Comments

€ Reassign Task To

[8BI Mews Request

[l Mew Duration

ﬂ Ievs Duration Units

ﬁ Request Change Fram

QK |

I5-
Dake .EI
Comments .

Select the vacation request connection (secondary) >> under query fields select the title which we will use it for

the query.

27
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Action:
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|'§‘§|Set a Figld's value

[

Field:

| Title

Select a Field or Group ﬂ E

Fields:

|¥acation Request (Secondary)

= =8 myFields
[= [=8 queryFields

=]

=9 Justification
(=R Start Date
(=R End Date
=R

|8 dataFields

. Show basic view

]

Cancel

Set the value to be equal the following formula

concat(@Description,

xml"

=l A f
i EBQUBSI !um!er .

Dake . EI
armments .

_______________
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"""" Rule Details il [ |1uer~,.fFielu:|s

Farmula:

________ Action: lataFields
chion: 57 d:sharep:
""""" |*§§| Set a field's value x| e
________ _'? Reque
Figld: =R Justifi
. R Start |
| Title 2| ¢
= EREndD
Walue; ER D
In:u:uncatl.'@DescriDtiu:un. "l
-IHP'FICCFIC":

sertbormala g

oncatl{@Description, " oml™)

Insert Field or Group., .. Insert Funckion. .,

Werify Formula

[ Edit ¥Path {advanced)

Add the second action for query using connection

Rule Details

Action:

(0] 4 Cancel

I 38 Query For data

[Data connection:

I;’-.-'au:atiu:-n Request

Zancel

o]
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The final form load rule’s actions will be like below:

MegrenDotNet | www.Megren.Net

Form Load

=

3 G 3 X

Fule 1

Mew

Details far
Rule 1

Condition:

Mone - Rule runs when form is opened

Fule type:
Actian

Fun these actions:®

Set afield's value: Title = concat[@Description, "xml"]

Add =

iDueny Using a data connection: Wacation Requesti | =

Con't run remaining rules if the con
rule is met

dition of this
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Explore the fields and add them to the task form as extra details or table

O ~| Fields v X
pVacation request details : o - — - @D Drag & Field to add it ko the Form,
Request Number- | SharePaointListItemn_RWwW (Wacation Request) | |
Fields:
lustification: ‘acation Request (Secondary) 7
=8 mvFields
d o |8 queryFields
= |8 dataFields
& & d:sharePointlistItem i
Frmeemnnneennas . u B Title
StartDater, .. __...) =8 Request Mumber
EndDate - | =8 Justification
=8 Start Date
Og o i =% End Date
] | H B 1y
' Status ! !
. Reguested By ; <e-mail addressess | :
i ! 4
E Consolidated Comments E
i These are the comments of the requestor and all previous participants. E
. DueDate | El :
i Comments i E
é | B IK :
] i This message will be included in your response. E S besle s
| Approve | Reject | Cancel Reassign Task : I™" show details
] | Actions
Publish the form.
Submit new vacation request the check the document library new item
MyRecords  About Megren Megren Blog Search this site... pe 0
T Name Yacation Reguest Created
Vacation-system-2012-01-25T18_58_34 &inew 1/25/2012 6:53 PM
—

You will notify that, there is a new column added named as workflow name “Vacation Request”
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Let’s click on the “In Progress” link and check the task assigned

‘Workflow Information

Initiator: System Account Document: Vacation-system-2012-01-25T18_58_34

Started: 1/25/2012 6:59 PM Status: In Progress
2012 6:59 PM

Last run: 1/2

a Add or update assignees of Approval (10)
a Cancel all Approval (10) tasks
o Update active tasks of Approval (10)

If an error occurs or this workflow stops responding, it can be terminated. Terminating the workflow will set its status to Canceled and will delete all tasks created by {
@ Terminate this workflow now.

Tasks
The following tasks have been assigned to the participants in this workflow. Click a task to edit it. You can also view these tasks in the list megren Tasks.
| Assigned To Title Due Date  Status Related Content
Approvers IEease review Vacation-system-2012-01-25T18_58_34 i Hew I Not Started Vacation-system-2012-01-25T18_58_34
‘Workflow History

a \iew workflow reports

Now we will open the Task form to check the request as an approver

Workflow Task
Claim Tas

Delete Ttem -

G{l This workflow task applies to Vacation-system-2012-01-25T22_05_47.

Vacation request details :
YWacation-system-2012-01-
Request Mumber: 25T22:05:47

Justification:
Annual vacation

Start Date: 1/18/2012
End Date -1/25/2012

Status Mot Started

Requested By System Account ;

Consolidated Comments Approval {10) started by System Account on 1/25/2012 10:07 PM
Comment:

Theze are the comments of the requestor and all previous participants_

Due Date

Comments

This message will be included in your response.

Approve I Reject I Cancel I Reassign Task |

-

| |
32 Megren.net |Follow me @MegrenDotNet




