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Goal: To configure filters on the Workflow inbox in the
client to allow easier review, sorting, filtering and
grouping of items in the inbox

Complexity Level: Departmental Administrative Users,
Departmental Workflow Developers
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Background

The default Workflow inbox view lists the document name and entry date (when the
document entered the queue). If a filter has been configured, users can use the filter
to change this display to show columns for each of the keyword types assigned to
the filter. These values can then be used to filter, group or sort the inbox according
to those values.

Workflow filters are configured using Custom Queries. Please keep in mind that
custom queries cannot be deleted.

New configuration should be created and tested in non-production and migrated
after testing.

Prerequisites

You will need to use OnBase Configuration and Studio and be familiar with workflow
design and configuration, in addition to having the necessary permissions to do so.
Please reference other UIS guides for installation instructions for Configuration and
Studio.

The Workflow and System Administration MRGs also provide further details. Contact
UIS DM Support@cu.edu for assistance if needed.

Steps to Complete in Configuration

Begin by creating a Custom Query in configuration (Queries > Custom Queries).
Follow the naming conventions for your department and please include “WF” as part
of the name to easily identify the custom query as workflow filter in the list.

Assigning User Groups

Only “Workflow” user groups should be used for Custom Queries used as Workflow
filters. Be sure to also add the MANAGER user group. Refer to the Expectations and
Tips for Certified Admins for more information on user group types and usage.

Custom Query Options
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Custom Query Options - S - UIS - WF - Inbox Filter Example -

Instructions

Custom Query Type
(®) By Document Type
[] Sort by Documert Type
[ Restrict by Rights
O By Document Type Group
) By Folder Type
Sort by Folder Type

y Rights

(2 Custom Whitten SQL
O Full Text

Optional Controls
[ Keyword Edi Fields

Advanced Options

O Exclude Duplicate
Documents

Usage
Worldlow Filter

|| Folder Fitter
[] Mobile Device Accessible

Retrieval Options

(®) View Documents

rd Select List (O View Selection List

(O Retum Reference

Binary Operators

[] Text Search Button Date Search Options

[[]Use HTML Form (®) Mo Date
O Single Date
Use OR for duplicates O Date Range

Since this will be a workflow filter, it is not necessary to enter instructions
(they won'’t be visible to users).

Keep the default setting of “By Document Type.”

Mark the checkbox for “Workflow Filter” under usage.

o At this point, if the queues have been created, you can click the Assign
button to assign the filter to the desired workflow queues. A good
naming convention on queues will be very beneficial at this step.

From the Custom Query menu, click Document Type Query and select the
relevant document types. The same filter can be used for multiple document
types/life cycles for shared keyword types.

You do not need to configure Retrieval Keywords or an icon as these won'’t be
presented to users.

In Display Columns, choose the keywords and properties you want to display
in the Workflow Inbox. Here you can arrange the order and display names
that will appear to users.
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Display Columns .

Available Columns ~ Selected Columns Titles

Wordlow Queue Amival Time Amival Time
Date Stored Document Date Document Date

Document Handle s Document Handle Document Handle
Author ID = — Related tem Court Related ftem Count

Author Student 1D Student 1D

Document Type << Remave | | First Name First Name Heeme
Batch Mumber Last Name Last Name
Date of Bith Aid Year Aid Year

Campus Code Term Code Term Code

Form Requirements Met? D - FA-COVID - FA Award Amt Award Amt

Bypass Wordlow? D - FA-COVID - FA Award Type Award Type

Comments Document Name Document Name

Student Email Address

Doc Type

Tem.Year ™

Save Cancel

e Once the display columns are configured, you can set a default sort order and
grouping (this is optional).

At this point, users with access to the Custom Query and queues the filter was
assigned to will be able to see and use the filter (after the app server cache has
been reset). However, there are some settings in Studio that will provide a better
experience to users.

Steps to Complete in Studio (Optional)

Connect to the repository in Studio after the app server cache has been reset.

To assign the filter to life cycle queues, check out the life cycle(s). Any filter settings
you choose will need to be configured on each applicable queue. Select the queue
and go to the Filters tab.

Use only selected filters

By default, users can apply any filters they have access to on any queues they have
access to. This can lead to confusing results (for example, if a user applies a filter to
a queue that does not contain any documents in the document type(s) for the filter,
the inbox will appear empty).

Therefore, it's recommended (potentially even if you're not using workflow filters) to
enable the “Use only selected filters” option on your queues. This will limit the filters
that users can apply on the queue to those that are assigned to the queue.
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Coverage Advanced Titles Documentation lcon

General User Groups Load Balance Filters

5- UI5 - WF - Inbox Filter Example

Remove
Available Filters
B - AAH - WF - Archive Indexing Filter -
Add
Default Filter
<Mone= b

[ ] Dizplay HTML Form used by Filter

[ ] Display Filtered Document Count

After checking the box, add any filters that are appropriate for the queue to the list.
Items you assigned in Configuration will already be listed. Users will only see these
in the client instead of the full list of filters.

Default Filter

If you would like to automatically apply a filter to the queue when users access the
gueue, you can specify a default filter. Users can still turn the filter off, but by default
the filter will show instead of the standard inbox view.

Using Inbox Filters in the Client

Click the Filter button on the Inbox menu bar or Apply Filter on the Workflow tab of
the menu and choose the desired filter.
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e

File Home Workflow Document
Close This Layout il ] Take Cwnership
. | =Y = o
Secondary Viewer Release Ownership
Change e . Refreshl| Apply § Autc  Owverride Route o Indes
Layout - Primary Viewer Filter - § Work Auto-feed [tem - Execute Script Task (Admi
Layout VIew.., Actions

@P Lifz Cycles X nbo

= ||| search.. 3 Refresh 55 Route Item -

- ] Edit Filter...

g bl Combined Inbox ko Nam

= Jone

B | 4 &5 B - BUR - Change of Record 5 =

" F5 B-EBUR- COR Initial (0) I B - BUR - WF - TWB I

In the web client, click the Filter Inbox icon, then select the desired filter. You must
be viewing a queue to see the filter icon.

Filter Inbox X

OnBase + = .

FILTERS
C ' -<No Filter> -
LIFE CYCLEVIEW WORK FOLDER B-BUR-WF-TWB

> & B-BUR-Change of Record
? B - BUR - Document Request H

> of B-BUR-ServiceNow Access
Request

v & B-BUR - Tuition Waiver
& B-BUR-TWE Initial (0)

i3 B-BUR - Manual
Indexing (35)

/A B-BUR-Needs Cancel

The configured keywords will then display in columns. These columns can be sorted
and searched.
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= Refresh 5y Filter~ |*

le Employes Employee First Ma Employes Last MNa Student ID Student First Na Stwdent Last Mas Waiver Type

® @ - m ST ™ - 0 ® - T @ T ®
102 FACULTY DEPEMC
B102 FACULTY
102 FACULTY DEPEMC

To remove the filter and go back to the default view, either go back to the Filter
button (in the main menu ribbon or in the Inbox viewer) and choose None or click the
“X” with the filter name below the list.

Employee Last Ma Student ID Shadens Firit Ma Stusdent Last Ma Wiarres Type Term E

Recard

o EEMe -c -9 G
i

essing (57) TN FACULTY DEPENT 2077 3
al Adytmaent (0 SETH ¢ FACLLTY

al Adjutmant Cemplete.., SUSAM ] FACULTY DEPENT 2177 a
fon Sample (141

equett

| ceds Request
b B - BUR - Manusl Indexing il B - BUR - WF - TW8

In the web client, click the Filter Inbox icon, select <No Filter> and click Select.

Users can also customize the order of columns in the client to suit their preferences.

Using Workflow Filters on Related Items

In order to use a workflow inbox filter on the Related Items panel in the Workflow
layout, the related items must be displayed based on a Work Folder (legacy life
cycles) or a portfolio type that uses a portfolio relation based on a folder (for Unity
life cycles). For more information on configuring Folders, refer to the Folders MRG.

When configuring the custom query, also select the Folder Filter option under
Usage.
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Custom Query Type Advanced Options
(® By Document Type [ Exclude Dupiicate [
[ ] 5ot by Document Type Documents
[ | Restrict by Rights
() By Document Type Group
() By Folder Type
Sort by Folder Type |Isage
Restrict by Rights Wordlow Filter
() By Keyword Azsign
() Custom Written SQL Edit SGL Folder Fitter

() Full Text || Mobile Device Accessible

Optional Controls Retrieval Options ||

Then, when configuring the folder for related items, choose the “use only selected
filters” option on the Filters tab and add the appropriate filters (custom queries). The
folder type will need to be set to Workflow.

] Cyramic ]
Settings l User Groups ] Keyword Types ] l Display ] Templates ] Fiters
Folder Type #212

llzage Izer Options
i |User Searchable - Appears in Find Folder Dialog

|User Creatable - Appears in Mew Folder Dialog
|| Exclude Primary Document |User Copyable
Records Management lUser Movable

Child Folder Manual Add Options - Create, Copy, Move

l [Cynamic ]
Settings ] User Groups ] Keyword Types ] ] Display ] Templates Fitters
lse only selected fiters
Awailable Fitters Selected Filters
B - OFA - Offer Letter Cover Sheet D - FA - COVID-15 Relief Application - WF

B - REG - BAM Intent
B - REG - Change of Major

OO0 el Dimimin

In Studio, create a portfolio relation using the folder. For more information on
configuring portfolio relations and portfolio types, refer to the Workflow MRG.
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Portfolio Relation Wizard

How do you want to find related documents?

i) Document Handle

) Document Type

® Folder Type
D - FA - COVID Relief Applicaiton Workflow Folder
() Child Work Items

Keyword Mappings

Add the portfolio relation to a portfolio type. Then assign the portfolio type to the

gueue(s) on the Advanced tab.

D - FA- COVID Application - Awarded Holding

Created 6/2/2020 10:1%:30 (Larissa Armand - CLISYS OnBase Admin)
Modified 6/5/2020 10:28:40 (Larissa Armand - CLSYS OnBase Admin)

General User Groups Load Balance
Coverage Advanced Titles Documentation
Portfolic Type

D - FA - COVID Applications
Default Ternplate

Bl

ID: 3154

Filters

lcan

Users can then enable the filter on the Related Items panel in the client in the same

way as for the inbox.
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