On-line Tutorial Series

Module Eight

Updating Tasks in a Record
Adding Workflow Task Comments

Viewing Closed Task Workflow Comments
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The Workflow Process

The workflow of a record refers to the set of tasks that is followed
by DSD and Partnering Agencies to progress a record (application)

from application in-take to closing.

+ The Workflow functions as an automated to-do list for

updating the Record.
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Daily Task Card Assignments
Updating Tasks in a Record

Tasks

Showing 6 task(s)

1HR UNDER REVIEW
(L
e 7:00 av Jan 24 Jan 11
-AMENDPL ... VWednesday, Jan 31
F |
dgaszd df
L AND-PLAT gadgas asgas
-16-000015 ASSIGNED D .
) ASSIGNED ¢ 1 Active TR @1 Active
Jan 23 # 0 Completed Jan 4 @ 4 Completed
Board Room # 73 Total Tasks @ 8 Total Tasks
Preliminary Plan  Patricia Rosas ALTC ALT.C
Review Land T OARIES M AT Am A, PLAT-TMEEX T-16-0000382

Entitlements

A drain Coomosesrt

1. Click the hyperlink of the Task Assighment or the Record

ID to access the Record.




< Record ID: PLAT-TIMEEXT-16-000038 C

Record Workflow Tasks © VIEW HISTORY
MENU  ~~ NEW SUPERVISOR HELP
Summary
Workflow O Completed Task
|
Workflow History O In progress
Documents
Subdivision Review ASSIGNED Patricia Rosas UNDER REVIEW
Address (2)0.0n Task banner STARTED By DUE 01/11/2018
Parcel
> Up Next

2. Navigate to the Workflow Tab of the Record.

3. Click anywhere on the In Progress task banner hyperlink.
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¢ Record ID: PLAT-TIMEEXT-16-000038

Record Workflow Tasks @ VIEW HISTORY

I MENU ~ NEW  SUPERMISOR m
ummary

Workflow l

o

Completed Task

Wn e Flove History =
Workflow History o T

Documents

Address 0.0h STARTED Dy DUE 011172013
Zarcal Task Details Sub Tasks
GIS
Contacts _ _
Custom Fields
Status Dake
Custom Lists
B SlatuE * Ztatus Date *
nspections —Zat- W | zzzzots |
Conditions — , -
Az7an By Deparmem * Current Department  &cton Sy * Current User
) . Land Enmiements W PEIricia Rosas W
Conditions of Approva
e [ 2tandard Comment
Assess Fee History
4
= ayment chech spsling
Fayment History W Display Comment In ACA Display E-mall ASdraes In ACA
Communications o
Meetings
Lizanesd Frofzesonal
Cner
Cantact
Related Records Ownar
Commenis Ik, Sperhe Irfor e n
Renewal Info
Renews 0 Elgnare 0 paymen
Addt Info nvalld Legal DescripBan Ciha
Activities b
chech spsing
Consolidated Record
P Trr

4. The Task Details page displays.

Subdivision Review ABSIGMED Patricia Rosae UNDER REVIEW



< Record ID: PLAT-TIMEEXT-16-000038

\ 4 —
Record I
O In progress
Summary
4 Subdivision Review ASSIGNED Patricia Rosas

Workflow () 0.0n STARTED b
Workflow History o Task Details  Sub Tasks
Documents SUBMIT | ASSIGN RESET CALCULATE HOURS HELP
Add rESS Taek Datalls - Subdivialon Raviaw

Current Status Due Date Assigned Date In Possession Time (hrs)

Under Review 01/11/2018 01/04/2018
Parcel

Assigned to Department Assigned to Statiie Mata
- Land Entitlements Admin Support Fatricia Rosas Status Date
GIS

Mew Status *

Contacts —-Select-- r 9

Custom Fields

Land Entitlements A w
Custom Lists

Comments

Inspections @ Standard Comment

Conditions

check apalling

Conditions of Approval

Fee #| Display Comment in ACA
Comment Display in ACA
Assess Fee History | a1l ACA Users
Record Creator
Payment
Licensed Professional

Payment History Contact

5. Type Workflow Task Comments (#1 shown).

Action By Departiment * Current Department  Action By * Current User

Patricia Rosas r

Display E-mail Address in ACA

6. Select New Status for Record (#2 shown).
7. Click Submit (#3 shown).

DUE 01/11/2018




< Record ID: PLAT-TIMEEXT-16-000038

Record

Surmmary

Workflow

Workflow History

Documents

Address

Parcel

GIS

Contacts

Custom Fields

Custom Lists

Inspections

Conditions

Conditions of Approval

Fee

Assess Fee History

Payment

Payment History

- e e ae

O In progress

@ Subdivision Review

(L) 0.0h

SUBMIT  ASSIGMN  RESET

Task Detalls - Subdivision Ravisw
Current Status

Under Review

Assigned to Department

Land Entitiements Admin Support

MNew Status =

-Select-- v

Land Entitlements &

Comments

EStandard Comment

check spalling

o ||Cisplay Comment in ACA

Comment Display in ACA

| )l ACA Users
Record Creator

Licensed Professional

Contact

ASSIGNED Fatricia Rosas
STARTED by
Task Details
CALCULATE HOURS HELP
Due Date Assigned Date In Possession Time (hrs)
2018 01042018

AS5Igneda 1o

ms e Status Date
Patricia Rosas

Due Date Status Date *

027222018 @

Action By Department * Current Department  Action By * Current User

Patricia Rosas L4

Display E-mail Address in ACA

Sub Tasks

DUE O

Note: Workflow Comments typed in the Standard Comment field are
viewable by Customer by default. To unselect, click the box to the left

of Display Comment in ACA (shown).

Build @SA




Adding Workflow Task Comments

Adding Comments to a workflow task is different than adding an internal

comment to a Record.

In progress
Summary

Subdivision Review
Workflow (D) 0.0h

ow History

Jocuments SUBMIT ~ ASSIGN RESET | CALCULATEHOURS  HELP

Contacts

Custom Fields )
* Current User

L
Custom Lists

[ Standard Comment

check epaliing

Payment

Payment History




¢ Record ID: PLAT-TIMEEXT-16-000038

u "HIIIF lllllllll
Record
G) In progress
SLII'IW"IE]F'_-,'
/ Subdivision Review ASSIGNED Patricia Rosas
Workflow (D) 0.0h STARTED by
Workflow History Task Details
Documents SUBMIT  ASSIGN  RESET | CALCULATE HOURS HELP
A(jd rESS Taek Datalls - Subdivislon Raviaw
Current Status Due Date Assigned Date  In Possession Time (hrs)
Linder Review 0111172018 01042018
Parcel
Assigned to Department ASsIgned 1o Statug Date
~ Land Entitlements Admin Support Patricia Rosas Status Date
GIS
New Status * Due Date Status Date *
Contacts —-Select-- v 01/11/2012 @ 02/22/2018 @
—Select-
i Additional Information Received
Custom Fields A . o -
Additional Information Required {Department Action By * Current User
EEEIUESE ’;C ;ll”i'i'-jiif ) | Pafricia Rosas v
Custom Lists equest to Planning Commissio
Under Review
Withdrawn
Inspections [ Standard Comment
Conditions

Note: The New Status drop-down menu displays several update
options for the task. New Status options are business process and

record type dependent.




Mew Status = ue Date Status Date *

Record
Additional Info ¥ o 01/11/2018 m 0212212018 m

Summary

Action By Department * Current Department  Action By * Current User

Enti ! Diatrici
Workflow Land Enfitlements A w atricia Rosas r
& Workflow History Comments

#-Standard Comment

Documents
A

Address check apalling
R #| Display Comment in ACA Display E-mail Address in ACA
. Comment Display in ACGA
=l | a1 ACA Users
Contacts Record Creator

Licensed Professional

Custom Fields Contact

1 Oy
Custom Lists ner

. Task -S-FIEIIrEH":'TEtDI'I
Inspections e

Conditions

No signature Mo payment nvalid address
Conditions of Approval

Comments

nvalid Legal Description Cther

Fee
_ 4

Assess Fee History check spsiling

Note: If the status of Additional Information Required is selected,
then a reason must be checked in the Task Specific Information

area. Task Specific Information areas are record type dependent.
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Record Mew Status = Due Date Status Date *

Additional Info ¥ 0171112018 @ 02/22/2013 m
Summary
Action By Department * Current Department  Action By * Current User
Workflow Land Enfitlements A w Patricia Rosas v
Workflow History Comments
#-Standard Comment
Documents
A

Address check apalling
Parcel | Display Comment in ACA Display E-mail Address in ACA
als Comment Display in ACGA
= #| a1 ACA Users
Contacts ¥ Record Creator

¥ Licensed Professional
Custom Fields Y| Contact

) | ow

Custom Lists wner
|r'|SF:IEICt|I:I|-|S. Taek SFIEII fic Information
Conditions

No signature Mo payment Invalid address
Conditions of Approval

Comments *

Invalid Legal Description ¥ Other Type reason here | 9

@
e

Assess Fee History check spslling

Note: If Other is selected (#1 shown), then the Comments field

text box becomes a required field (#2 shown).




< Record |ID: PLAT-TIMEEXT-16-000038

Record Workflow Tasks © VIEW HISTORY
MENU  ~~ NEW SUPERVISOR HELP

Summary
Workflow O Completed Task ‘

|
Workflow History O In ‘

progress

Documents . y

#)  subdivision Review ' ADDITIONAL INFORMATION RECEIVED
Address ©o.on DUE 04/11/2018
Parcel

SUBMIT  ASSIGN  RESET | CALCULATE HOURS HELP

GIS
Contacts Task Detalls - Subdivision Raviaw
Current Status Due Date Assigned Date
Additional Information Received 11120138 01042018
Toctoes T =1 P =3

Note: The updated task status now displays on the upper right-

hand corner of the Task Banner.




Viewing Workflow Task Comments

Viewing previously closed workflow tasks and reading Internal

Comments may be helpful while updating a current task.
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. ¢ Record |D: LAND-AMENDPLAT-16-000035 Cc

Record Workflow Tasks © VIEW HISTORY
MENU  ~~ NEW SUPERVISOR TASK ACTIVATION HELP

Summary

Workflow o O Completed Task a
I

Workflow History O In progress

Documents I
> Up Next

Address

1. From the Record’s navigation bar, click on the Workflow Tab.

2. Click on the Completed Task banner.




< Record ID: LAND-AMENDPLAT-16-000035 C

S Workflow Tasks © VIEW HISTORY

MENU ~~ NEW SUPERVISOR | TASKACTIVATIOM HELP
Summary

\“ Workflow O Completed Task |

Workflow History .
Application Intake ASSIGNED = RECEIVED ONLINE
—_— CTARTED {0PEA01E L Click anywhere on the Completed Task I

Documents Banner (displays with green border)

Address @ In progress

3. All Completed tasks display. Click on the banner of the

Completed Task you wish to view.




< Record ID: LAND-AMENDPLAT-16-000035
A ——

Record
4
© Application Intake Note: Closed ASSIGNED A
Summary © 0.0 tasks pages STARTED 10/26/2016 by DUE 10/26/2016
are read-
Task Details
Workflow only. Sub Tasks
HELP

Workflow History

Documents Task Detalls Application Intake
Current Status Status Date In Possession Time (hrs)
Received Online 10/26/2016 N s

Address - .
Action by Department

Action By "
! System Administrators

Parcel Assigned to Assigned to Department
= System Administrators
GIS Assigned Date Due Date
102612016 10/26/2016
Contacts
Comments

Closed via script

Custom Fields

Display Comment in ACA Display E-mail Address im ACA

Custom Lists

Comment Display in AC/
All ACA Users

Inspections
Record Creator
Conditions Licensed Professional
. Contact
Conditions of Approval
Orwner

4. The Task Details page of the closed task displays. Scroll to the

Comments section to view comments.
L
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Congratulations!

This concludes Module Eight
¢ g
Updating Tasks in a Record

Adding Workflow Task Comments

Viewing Closed Task Workflow Comments

It is time to test your recall...
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TEST YOUR RECALL

Workflow tasks display in the tab of the Record's Navigation bar.

Active Tasks are identified by red pencil icon. True False
Workflow tasks are updated per business processes. True False
Completed tasks display with a green border and check mark. True False

Workflow comments may be added to closed tasks. True False

Answers on the next slide...
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If you answered:

1. Workflow
2. True
3. True
4. True
5. False

You are correct!

Time to begin the next
module...
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Organization Change Management Team
Contact Information

BuildSAOCMTeam@Sanantonio.gov
Patricia Cavazos, Sr. Special Projects Manager
Office: 210-207-0547

Caryn Moore, Sr. Special Projects Manager
Office: 210-207-0027

Patricia Rosas, Training Lead and Curriculum
Developer

Office: 210-207-0233
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