BrightWork: Issue Overdue
Notification Nintex Workflow
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Introduction

This document outlines the instructions to install and configure the Issue Overdue Nintex Workflow. A
pre requisite is to have Nintex Workflow 2010 installed on your SharePoint server.

The purpose of this workflow is to monitor the Issues in the Project Issue List. If an item’s Assigned To
field is blank or the Due Date is later than today, a notification email will be sent to the Project Manager.

This site workflow will be scheduled using Nintex Workflow 2010 (instructions below)
Activate Nintex

Before Nintex can be used, the ‘Nintex Workflow 2010’ feature needs to activated at both a Site
Collection and a Site Level.

Below are the actions to activate the Nintex features:

e Click on Site Actions, Site Settings

e Select Site Collection Features or Manage Site Features (depending if Site Collection or Site
level)

e Activate Nintex workflow 2010

Nintex Workflow 2010
‘E Activate

Allow team =sites in this site collection to utilize Nintex Workflow features
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Add the Nintex Site Workflow to monitor the Issues List

Description:

The Workflow has two functions:

- Check the Assigned To field is populated, if not notify the Project Manager that is assigned

for this site.

- Notify the Project Manager if the current date is later than Due Date (i.e. issue is late).

Steps to Import the ‘Issue Overdue Notification” workflow.

e Select Site Actions and Nintex Workflow 2010, Create Site Workflow.

Edit Page
@ Modify the web parts on this
page.
_J Sync to SharePoint Workspace
SH Create a synchronized copy of

this site on your computer.

1 New Document Library
_D Create a place to store and
share documents.

New Site
Create a site for a team or
@ project.

More Options...
Create other types of pages,
lists, libraries, and sites.

View All Site Content
View all libraries and lists in
this site.

Edit in SharePoint Designer
Create or edit lists, pages, and
workflows, or adjust settings.

il

Site Permissions
Give people access to this site.

Site Settings
Access all settings for this site.

Nintex Workflow 2010
Manage workflows using Nintex
Workflow 2010.

Create Project
Create a new BrightWork
Project.

CR®E

Create Site Workflow
Create a workflow that can be
run without a list item

3

B

Manage Site Workflows
Manage workflows that can be
run without a list item

N

View Workflow History
View the details of a running or
completed site workflow

Schedule Site Workflows
Create and manage schedules
for site workflows

:  Create Reusable Workflow

[ Template

“  Create a reusable workflow
template that iz available for
the current site

Manage Reusable Workflow
Templates

Manage reusable workflow
templates that are available for
the current site

[S Manage User Defined Actions
b Create and manage User
Defined Actions
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On the ‘Nintex Workflow 2010’ tab on the ribbon, click ‘Import *

Mintex Workflow 2010
P B8 & o K

:n Close Print Import Export  Workflow Settings chIc-m £
N ]

L - -

Import/Export Settings v

Import Workflow

Import a Nintex Workflow file
[ wrf].

Browse to the temp location where you have downloaded the Nintex Workflow (Issue Overdue
Notification) .nwf file.

Import Workflow

" E e

Import Cancel Help

Commit Help

File

Locate a Nintex Workflow file (.nwf) upload

Note: Importing a workflow will cause unsaved changes to be lost.

Click ‘lmport’ button
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Publish Workflow

e Save & Publish the Workflow

Hia U E@ R & «<

Save |Publish Mew  Open Close  Print Import Export  Workflow Settings Z?om Zgogn 100% Help
n u

- - - - -

e Click Submit

t Title & Description

Set workflow name

H B8 O

Submit Cancel Help

Commit Help
Title * II::qu Overdue Notification
[¥ Overwrite existing version

Description | ;I

e Finally click on the Publish button and click submit

Set Title & Description

Set workflow name

H B8 @

Submit] Cancel Help

Commit Help
Submit

Issue Overdue Notification

1ssu
[v) Overwrite existing version

Save changes and close dialog.

Description |

e Click ok on the confirmation screen

The workflow has been published.

x|
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Schedule Nintex site Workflow

Select Site Actions and Nintex Workflow 2010, Schedule Site Workflows

Edit Page

Modify the web parts on this
page.

Sync to SharePoint Workspace
Create a synchronized copy of
this site on your computer.

New Document Library
Create a place to store and
share documents.

New Site
Create a site for a team or
project.

More Options...
Create other types of pages,
lists, libraries, and =ites.

View All Site Content
View all libraries and lists in
this site.

Edit in SharePoint Designer
Create or edit lists, pages, and
workflows, or adjust settings.

Site Permissions
Give people access to this site.

Site Settings
Access all settings for this site.

Nintex Workflow 2010
Manage workflows using Nintex
Workflow 2010.

Create Project
Create a new BrightWork
Project.

3

Click Add Schedule

B

Create Site Workflow
Create a workflow that can be
run without a list item

Manage Site Workflows
Manage workflows that can be
run without a list item

View Workflow History
iew the details of a running or
completed site workflow

Schedule Site Workflows
Create and manage schedules
for site workflows

Create Reusable Workflow
Template

Create a reusable workflow
template that is available for
the current site

Manage Reusable Workflow
Templates

Manage reusable workflow
templates that are available for
the current site

Manage User Defined Actions
Create and manage User
Defined Actions

|Uze this page to configure workflows to run automatically at a certain time.

Worldlow

Last Run

MNext Run

Repeat Sequence

Last Modified By
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Select the Issue Overdue Notification

Create a new workflow schedule for a site workflow,
Workflow

Select a workflow for this schedule:
Schedule start

Start time

Repeat settings

Repeat every

Workdays only
If 3 repetition falls on a non-workday,

Schedule End

@ Date

(~ Number of repeats
" Indefinite

Click Save

it waits until the next workday to run.

IIssue Owverdue Notification ;I

JL1/1/2012 11 am =][00 =]
Il IHours ;I

-

|11/1/2012 1z pm 2[00 =]
jo
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Workflow Sequence

Stage 1

Stage 2

Query Open Issues -
List

Q

Query Project -
Statement for
Project Manager

Q

Check if Project | =
Manager is empty

No 0 Yes

For each Issue -

P

Iterate through all the
Issues in the ProjectIssue

List.

Check that Project
Field is empty

Send notification to | -

Initiator

End workflow

o
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Stage 3

Check if
DueDate is
blank

Check if Issue
is late

Check AssignedTo
Field is Empty

-

Mo 0 Yes

Check if Due Date is| =

blank

0 Yes

Check Due Date
les= than Todays

Date

No 0 Yes

field

Check AssignedTo

Email Assigned To

@

-

FM

Send notification to

@

Ll
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